Technology & Information Services

Explanation of Project Spreadsheet

Wednesday, October 30, 2002

To be used for collecting information from sites to instruct district technicians to install software and/or connect to the internet.

The following prerequisites are to be adhered to before the project can proceed and before the technicians arrive to do any work.
A. Every teacher and staff employee of the site must have a Groupwise and Novell user account (Groupwise for Macs only.) 

B. Every new computer and printer must be taken out of the box and placed on the table/desk and in the room where it is to be used (connected).

C. Every computer and printer in a designated instructional area must be professionally locked down.

D. Every PC computer must have a dedicated surge suppressor (available in district stock catalog as Surge Suppressor.)  More than one Mac computer can be on a surge protector. 

1. Type your School name next to the word “School” in the title page area.

2. Column labeled “Location Bldg/Room”; enter where each computer is located.  When the techs arrive to do this project, they will look for certain computers in these areas.  If the computers have been moved or the computers are not where they are suppose to be, no work will be done on those computers.

3. Column labeled “Inventory #”; enter the district inventory number of the CPU (not the monitor), which is usually a number with a preceding “B” on a silver sticker marked “LBUSD Property”.  Sometimes this number does not have a “B” in front of it, which is fine.

If the computer is a leased machine we need the serial number, which is usually located on the back of the CPU. On the Macs, you can go to the Apple System Profiler to get the serial number. 

This number gives us the history of the computer if we need it, when it was purchased, if it is under warranty, etc.

4. Column labeled “Make & Model”; enter the type of computer we are to work on.  Examples are: iMac, G3, 5260/100, Gtwy E3000, Gtwy 450, P5/133.

5. Column labeled “Current O/S”; enter the Operating System the computer is currently using.  Examples are: Mac O/S 7.6.1, 8.0, 9.2 or Win 95, Win 98.  This tells us if we need to upgrade the operating system to a more recent version.

6. Column labeled “Current RAM”; enter the memory the computer has currently loaded in it.  Examples are: 32MB, 64MB, 128MB.  This tells us if we need to install more memory. 

· On PCs, go to the Start menu – Program – Accessories – System – System Information

· On Macs, go to the Apple Menu – About this Computer

7. Column labeled “Avail Disk Space (P5, E3000, & Mac)”;  enter the TOTAL amount of disk space the computer’s hard drive has.  Examples are: 4.5GB, 8GB, 15GB, and 20GB.  This will tell us if we can install software on this computer.

· On PCs, right click on the “C” drive

· On Macs, click on the Hard Drive, File – Get Info – General Information

8. Column labeled “Primary User”; enter either the word “Student” or the teacher’s First, Middle and last name.  If the teacher already has a GroupWise login ID, we will accept the Login ID. 

9. Column labeled “Primary Printer”; enter either the word “Local” if the printer is directly connected to the PC or if the printer is a networked printer, enter the printers’ make/model & inventory number at the top of the spreadsheet page. Example are: PR1 = HP LJ 2100N                  B-123456. You need to indicate the location of the printer – building and room number. For each printer you need a list of users. 

If you need a Primary, secondary and possibly a tertiary printer loaded, enter like this example: “Local, PR1, PR2” or “PR2, Local, PR1”.

10. Column labeled “Requested O/S”; enter the operating system that you would like us to upgrade to.  If the computer is a MAC we can upgrade to 9.2, or if the computer is a Gateway we can upgrade to Win 98.  Note: Win 98 and Mac O/S 9.2 is the most current district accepted operating system.  If the computer comes loaded with an operating system higher than these, we will re-install the operating system to comply with the district current standard.

11. Column labeled “Hardware Install”; enter if you’d like the techs to install things such as additional memory, speakers, hard drive, Network card (NIC), CD drive, etc.

12. Column labeled “Office Install”; enter what version of Microsoft Office you’d like the techs to install.  The versions available are: Macs: Office 98, Office 2001, or on PCs: Office 97 or Office 2000.  Note: Office 97 (PC) & Office 98 (Mac) require 32 MB of memory minimum.  Office 2000 (PC) & Office 2001(Mac) require 64 MB of memory minimum.

13. Column labeled “Groupwise Install”; enter either “yes” or “none”.  ONLY teachers’ computers may get Groupwise.  Student computers don’t get it.  If the computer is to be used by both students and a teacher, Groupwise will not be installed.

14. Column labeled “Other Software Install”; the standard district image comes with: Mac’s: OS 9.2, MS Office, Virex and Netscape. Or PC’s: Win 98, MS Office, McAfee and Internet Explorer.  If the site would like other software packages to be installed onto a computer, two things must exist. 

1. The site needs to verify existence of a user or site license to use the software.  

2. The site needs to produce the installation CD’s or floppies and give them to the techs so they can include them with the image.

15. Column labeled “Internet Access Needed”; enter a “yes” or “no” stating you want, or don’t want, to have internet access on this computer.  This column should almost always have a “yes”. If the computer already has Internet access, you need to say “exists”. 

16. Column labeled “Special Notes”; tell us what is special about this particular computer.  Examples are: scanner already connected, backup the “backup docs” folder, connect to TV, and install Mac Manager. If you have a log-in/password to get into the computer, you must have the password and log-in information available for each computer. 

17. Column labeled “Power OK”; enter a “yes” if the computer is currently physically located within 10 feet of a dedicated existing electrical outlet.

18. Column labeled “Network Jack OK”; enter a “yes” if the computer is currently physically located within 10 feet of a dedicated existing data outlet.
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