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Ashfield Boys’ High School


ICAITS008B Maintain Equipment / Software Inventory


Key Terms and Concepts

· Inventory management, including storage, disposal and tracking 

· Ordering/purchasing policies and procedures 

· Software licences 

· Recording and filing conventions 

· Electronic and printed resources 

HSC Learning Experiences

· The interpretation of inventory management policies 

· Using a catalogue system to physically locate a range of items (this could be carried out in a library) 

· Developing a list of resources/references for one software product that could be used to help solve technical problems. 

Performance Criteria

1. Document and update inventory 

1. Inventory is maintained to include Information Technology equipment movements ,new purchases or redundant equipment 

2. Software inventory and licenses are maintained and updated in line with upgrades 

3. Manuals and associated technical documentation are recorded and stored 

4. Unused equipment is stored according to technical manuals 

2. Store technical documentation 

1. Technical documentation is stored as required by organisational guidelines 

2. Technical documentation is accessed and disseminated as required to meet client requirements 

Activity 1 – ABHS Technology Inventory

This task is to be done as a whole group. Each person will conduct some data collection, and some data entry. 

You will begin with a blank Access 2000 Database called ABHS Technology Inventory which will be stored in a special location to be decided by your teacher (on one computer). 

Fill in the database by conducting a technology inventory of your school. One sample entry has been made. It should be deleted, changed or overwritten with your school's information.

When you open the database in Access 2000, it should open the "Computers" Form automatically. Take the opportunity to inspect the Relationships that exist, and note that referential integrity is enforced in most of these. This means that if you, for example, try to add a brand of computer, or a software title that is not listed in the drop-down box, you will be unable to. You must instead use the Modify button to open the "Brands" form or "Software" form and add it there. You can modify the lists directly by opening the corresponding Table. Note that you must go past the last existing record if you want to add a new item to any table.

It is recommended that modify at least the Locations Table before you begin the data entry for your school, so that the list will correspond to your school locations. (This has already been done for you, but you might be required to add additional locations as they arise.)

Software that comes as part of the Operating System does not need to be listed. (eg Paint, Imaging, WordPad, etc), and you do not need to list individual parts of a multi-application suite (eg just list Office 2000 Pro, not Word 2000, Excel 2000, etc. However, if only Word 2000 is installed, list it rather than Office 2000 Pro)

The Serial Number of each computer can be found on the back of the computer. This is the primary key for the Computers Table. 

Computers on the ABHS network have IP addresses allocated dynamically (automatically), therefore leave these blank or give each computer a "dummy" IP address, with the last number greater than 300.

Collect information on all computers, peripherals and other hardware in your school, and enter it in the database. The information can be collected by hand and entered on a single computer, or you can place the database in a shared folder, and enter information from any location by opening the database from any computer on the network.

Using Access 2000, several people can enter data simultaneously from different computers. If possible, set up the situation where this takes place, so you can see how it works. (The database has been set to open in shared mode by default). Your teacher can give you more information about this.

This inventory will become the official database of technology at Ashfield Boys High School. Make sure that ALL data entered is correct and exact. Collaborate with others in your group so that this is achieved, ensuring that everyone does their fair share, and work is not duplicated.

Activity 2 – Licensing (Extension)

Find where licensing information, manuals, etc are stored in the school.

For each software title installed on computers in your school (use the database in part 1 to track this), check the licensing agreement(s), and construct a table like the one below.

	Title
	Type of licence (site licence, 10 user, 5 user, single user, shareware, freeware, etc)
	Max no of licensed users 
	Number of computers installed

	 
	 
	 
	 


If you find unlicensed software (including shareware for which no fee has been paid) on your school computers, inform the technology co-ordinator of your school and leave it to them to decide on the appropriate action to take. Note: If a piece of software has, for example, a 5-user licence, and it is installed on more than 5 computers, this is no problem, as long your school has a way of ensuring that only 5 are used at any one time.
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