05/21/01

INSTRUCTIONS FOR CORRECTLY
COMPLETING THE PC INVENTORY


Accuracy - that pretty much sums up the whole process.  Step one is reading these instructions; step two is to follow the instructions.  If in doubt, contact Bruce at 977-7375 or bmelcher@southsanisd.net.  


If it is to be done correctly, you'll have to do it yourself.  If your inventory has a lot of errors, you will have to personally go to each computer and printer on your campus and get the information.  Once the information is correct, then you need only send a list of computers to each teacher for them to verify.  Of course, if they list different equipment than the last inventory, you will need to visit that classroom and verify accuracy.  

SSAISD


This is the South San Antonio Independent School District's Inventory Tag.  Most, but not all equipment has this tag.  

In the ABSENCE of an inventory tag, use your Campus Code (Table A) plus a number.  Begin with 1 (one) or 001 (zero zero one) and continue the sequence.  Any other numbering system is not acceptable.  

HELPFUL HINT: If you know what the non-SSAISD tag number will be, attach a small sticky dot with the "made up" number written on it.  That will make future inventories easier, and if you later get a SSAISD tag for that unit, it will be easy to replace SES98 with 34534 and not have to re-read the serial number.  I carry dots with available numbers with me when I inventory and attach them as I do the inventory.  I also carry blank dots for units that didn't have tags from the last inventory, and put the campus number on that unit.  The next time, I won't have to get the serial number from the back (or bottom).

Campus


Use the abbreviation from Table A.  This is the ONLY abbreviation that is acceptable for your campus.  This includes all computer hardware that is located on your campus, even if it is "assigned" to another department, agency or accounting code.

Room


Denote the room that the computer equipment is located in.  If the equipment is located in a Portable Building, note the room number by PB followed by the building number or room number.


Some of the other room notations are attend, café, BAND, BKRM, Couns, DP, GYM, lib, mgym (men's gym), MDF, music, nurse, Office, Prin, ROTC, SECTRY, SECURE, SERVER, SPECED, STAGE, TECHWR, VAULT, VP, and wgym (women's gym).  Some of the schools have more than one counselor's office or VP office.  Just name them VP, VP1 etc.  If the computer/server is in a closet in a room, just use the room number for location.  It is not necessary to say "closet".


Many of the campuses are using an un-numbered closest off a hall for the campus servers.  These can be referred to as "MDF", Main Data Frame rooms.  If there is more than one on your campus, name one MDF1, then MDF2, etc.

Equip


Table B.  A computer that does not have Windows 95, Windows 98, Windows NT, or Windows 2000 is a C. Some of the computers in the NovaNet and Josten labs have a network cards but do NOT have the above operating system installed.  

IF a computer has one of the aforementioned operating systems AND has a Network Interface Card (NIC), then it is a W (workstation). Just about every computer from Amera, BJ Associates, Compaq (lab), Computer Express, Rx Technology & Micro System Engineering meets these requirements.  There should be NO new computers that do not meet the requirement as a workstation.

A NIC has only ONE "phone type" plug receptacle.  Modems, which do not count as a workstation, have double phone receptacles.

Manufacturer


This is ONLY the company that manufactured the equipment.  AMERA, APPLE, BJ ASSOCIATES, COMPAQ, COMPUTER EXPRESS, HP, etc.  IF there is no nametag on the equipment identifying the manufacturer, and it is not next to an identical computer that you do know the name of, list it as UNKNOWN.  

Model


This is the information noted on the FRONT of the computer, monitor, etc. that identifies the particular model.  Most of the computers that the district has purchased recently are custom made to fit our criteria and do not have a model name on the CPU.  Most other equipment, especially printers, has a model name.  HP has the DeskJet (DJxxxxx) and LaserJet (LJxxxx) series; Compaq has Presario XXXX (both CPU and monitor); Tandy has several different naming formats, including no model name on the front.  Most ViewSonic monitors were 15GA, then GA655, and the latest are M50.


DO NOT use the model number from the label on the back of the equipment.  If there is no model name on the front, just leave "Model" blank.  

Serial Number


Usually there is no want for numbers on the back of equipment.  Make sure that if there is more than one number on the back, that you identify the serial number.  S/N, Serial No., Ser# or some combination thereof, will usually precede the serial number.  BJ Associates has been putting their warranty/serial number tags on the CPU and monitor when they set up the computer.  That will be the serial number for the CPU, BUT use the ViewSonic serial number for the monitor, NOT the BJ number.


If the equipment does not have a serial number, use the SSAISD number if one is present.  If you wish to make up a serial number, put the number on the computer preceded by S/N.  That way, that made-up number will stay with that unit.  


If there is no serial number, and you do not wish to permanently mark a made-up number on the unit, put NONE for serial number.  

Vendor


This is the name of the company that we purchased the equipment from.  You need only have the name of the vendor for equipment that is presently under warranty.  Once the equipment is off warranty, this field may be deleted.


If a computer has been donated to the school, put DONATED in this column to designate the equipment as donated.  

CPU/Memory


This is the processor and memory that are installed in the equipment.  This information can be determined shortly after the computer is turned on.  You may have to hit reset since the monitor may not be on long enough to see this information the first time you turn on a computer.  You can press the [Pause] key to stop the screen from renewing before you have an opportunity to read the CPU type or memory.


CPU's start out around 486SX-25 and go up through P-90 to P-266 (these are shown as 233MMX or 233), then PII-233 to PII-500, the latest PIII-450 to PIII-1000.


Memory will usually, but not always, be in units of 8Mb. I.e.8,16,32,64, etc.  On most Pentium PC's, there is a page of system information between the first boot screen and the "loading Windows XX" line.  Press the [Pause] key to read the CPU and memory information from this screen.  

Warranty begin date


This is the date that the computer was installed.  All the computers purchased since 1998 should have a tag on the back denoting either the "Installed Date" or "Warranty End Date".  One exception is a group of computers with 1/1/1 on the tag.  For ALL the computers installed with a date tag on, we need the "begin date" even if the warranty has expired.  The district will then be able to trace the age of the computer in the future.  

Warranty expiration date


This will be pretty much limited to the BJ Associates and the incoming Micro System Engineering (MSE) computers.  Once the computers are out of warranty, this field and the vendor field can be deleted.  DO NOT DELETE THE "WARRANTY BEGIN DATE" FIELD.

MORE HELPFUL HINTS


Once you have entered all the data into the inventory file, there are several ways to check for errors.  First, highlight the column, beginning with SSAISD, click on the "sort A to Z" button.  A quick scan down the column will pick up most errors.  Once you arrive at the Manufacturer column, select Records, Filter, Advanced Filter/Sort….  In the left-most Field, select Manufacturer from the "drop-down" menu to the right of the blank.  Next to Sort, select Ascending.  In the next Field to the right, select Model/Ascending; next field select Serial Number/Ascending.  At the top menu, select Filter, Apply Filter/Sort.  


Now you can scan down the columns and pick out many errors such as misspelled names, long, short or entirely wrong serial numbers or names.  Index on just the Serial Number field and look for duplicate serial numbers.  


By indexing on the SSAISD field, you can match ViewSonic monitors to the CPU to determine vendor and or warranty dates for the monitors.

Table A - Campus Code

Location Name
Code

Abraham Kazen Middle School
KMS

Alan B. Shepard Middle School
SMS

Alternative Center
AC

Athens Elementary School
AES

Athletic Department Office
ADO

Bilingual Education/ESL
SPB/BL

Career Education Center
CEC

Counseling (Special Programs Office)
SPB/CO

Dwight Middle School
DMS

Five Palms Elementary School
FPES

Food Services
FS

Fr. Antonio Olivares Elementary School
OES

Hutchins Elementary School
HES

Kindred Elementary School
KES

Library Services (Special Programs Building)
SPB/LS

Main Administration Building
ADMIN

Miguel Carrillo Elementary School
CES

Neal Armstrong Elementary School
NAES

Palo Alto Elementary School
PAES

Parent Development Center
PDC

Plant Operations
PO

Price Elementary School
PES

Royalgate Elementary School
RES

South San Academy
SSA

South San Antonio High School
SSHS

South San Antonio High School - West Campus
WCHS

Special Programs
SPB/SP

Student Appraisal
SA

Transportation
TRANS

Warehouse
WH

PORTABLES - Example: Portable 10 at Athens = Campus "AES" Room "PB10"
Table B - Equipment

CPU/Computer - NOT network ready
C

CPU/Computer w/network card & Windows 9X or NT - Workstation
W

Laptop
L

Monitor
M

Printer
P

Scanner
S

Server - Campus or Classroom/Lab
N

1
2

