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	Departmental Technology Checklist
Division of Student Affairs
NC State University



	Unit Information

	Unit Name
	

	Names of Those Attending
	

	Date Checklist Completed
	

	List of any supporting documentation
	


	Definitions

	BC/DR
	Business Continuity & Disaster Recovery (some units, but not all, have BC/DR plans)

	DETAG
	Distance Education/Technology Advisory Group (Division-wide committee)

	DETS
	Distance Education & Technology Services unit in Student Affairs

	ETSS Client Services
	Enterprise Technology Service & Support (Client Services is a unit within ETSS)

	Hardware Maintenance Plan
	Recommended departmental documentation of how hardware will be maintained/replaced

	LANTech
	Local Area Network (LAN) Technical Coordinator (role defined by ETSS Client Services)

	Remedy
	Software used to track help requests and projects; reports can be generated and data analyzed

	Technology Coordinator
	Individual designated as responsible for “Technology Coordinator Standard Duties”

	URL
	Uniform Resource Locator (web address)

	Webmaster
	Individual designated as responsible for “Webmaster Standard Duties”

	Web Procedure Guide
	Recommended departmental documentation for updating and communicating Web updates 


	A. Personnel

	ID
	Task
	All Employees
	Tech Coordinator
	Webmaster

	A1
	Who serves as the Departmental Tech Coordinator and the Webmaster? Please list the name and title for each.
	
	
	

	A2
	How do you evaluate the technology skills needed to perform required duties? Check all that apply.
	__Don’t

__Self

__Peer

__Manager

__Independent
	__Don’t

__Self

__Peer

__Manager

__Independent
	__Don’t

__Self

__Peer

__Manager

__Independent

	A3
	What is your strategy for providing technology training?  Check all that apply.
	__One on one

__Departmental

__University

__Outside vendor
	__One on one

__Departmental

__University

__Outside vendor
	__One on one

__Departmental

__University

__Outside vendor

	A4
	How do you ensure that these personnel have sufficient training on technology services? Check all that apply.
	__Don’t

__Workplans

__Dept HR record

__Project Plan

__Compact Plan

__Other
	__Don’t

__Workplans

__Dept HR record

__Project Plan

__Compact Plan

__Other
	__Don’t

__Workplans

__Dept HR record

__Project Plan

__Compact Plan

__Other

	A5
	How do you fund/budget for staff training? Check all that apply.
	__Don’t

__Individual requests

__Individual allotment

__Dept. allotment
	__Don’t

__Individual requests

__Individual allotment

__Dept. allotment
	__Don’t

__Individual requests

__Individual allotment

__Dept. allotment

	A6
	Do staff receive training on technology when they join your organization? 
	__No

__Yes

Describe:
	
	

	A7
	What portion of time is allocated for the duties associated with each of these roles? (portion of FTE, or hours /week.)
	
	
	


	B. Funding

	ID
	Do you have these items included in your budget for this year?
	Comments

	B1
	Hardware needs (replacements and upgrades)
	__No  __Yes
	

	B2
	Software needs (replacements and upgrades)
	__No  __Yes
	

	B3
	New technologies (new hardware and software not previously used)
	__No  __Yes
	

	B4
	Technology personnel (salary and benefits)
	__No  __Yes
	

	B5
	Professional development (training, conferences)
	__No  __Yes
	

	B6
	Outsourced technology resources (consultants, software subscriptions, etc.)
	__No  __Yes
	

	B7
	Basic consumables (toner, CDs, photo printing, batteries, etc.)
	__No  __Yes
	

	B8
	How much do you spend annually for web development and maintenance?
	

	B9
	Are you needs being met?
	

	B10
	How much do you spend annually for basic desktop support?
	

	B11
	Are your needs being met?
	


	C. Partnerships

	ID
	Please describe your partnerships:

	C1
	Describe the relationship between your unit and other University technology units?.ETSS, EADS, ComTech, ITD

	
	

	C4
	How do individuals within your unit share their expertise, both formally and informally, with other units on campus and in the Division?  For example, committees, training, consultation, etc.

	
	

	ID
	Who is the unit representative for the following:
	Name(s)
	Title(s)

	C5
	ETSS LANTech meetings
	
	

	C6
	Division Tech Staff meetings
	
	

	C7
	DETAG
	
	

	C8
	Communicates with Help Desks regarding unresolved issues
	
	

	C9
	Identifies/clarifies users technical needs and communicates to Division management and/or other campus technology groups
	
	

	C10
	Identifies departmental need for utilizing the Web and communicates to Division or university management
	
	


	D. Planning

	ID
	Task
	

	D1
	In addition to this Checklist, how does the unit document technology planning? Check all that apply:
	__A separate technology plan

__An element of other existing planning documents

__No other documentation

	D2
	When was the last time these documents were reviewed?
	

	D3
	Does the unit use the Remedy Helpdesk software?
	__No  __Yes 

	D4
	If Yes, what is the Unit’s work group name?
	

	D5
	If Yes, who manages the Remedy work group?
	

	D6
	Is Remedy data analyzed? 
	__No

__Yes - If Yes, by whom:

	D7
	Does the unit’s Business Continuity and Disaster Recovery plan incorporate technology considerations?
	__No  __Yes

__Not currently engaged in BC/DR planning

	D8
	Does the unit’s Hardware Maintenance Plan include the following? Check all that apply.
	__Virus scan

__Backups of local hard drives

__Warranty repairs 

__No Hardware Maintenance Plan in place at this time

	D9
	What is the replacement cycle for computer hardware?
	

	D10
	Does the unit’s Web Procedure Guide detail:
	__How to implement new designs, templates, and features

__Guidelines for Web changes in a multi-user environment 

__Procedures to communicate Web development/changes

__No Web Procedure Guide in place at this time

	D11
	Identify any deficiencies that you would like to address, such as technology staffing, hardware, software, partnerships, staff skills, etc.
	

	D12
	Identify new technologies that you would like to explore.
	


	E. Technical

	Identify the individual(s) or unit that is responsible for the following duties. Check all that apply for each item.

	ID
	Duty
	Individual(s) or unit

	E1
	Installs, configures, and upgrades hardware and software for users that meet or exceed university standards (desktop, laptop and handheld computers, external memory, mobile phones, cameras, projectors and other devices)
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E2
	Develops, modifies, and/or customizes simple applications while assisting users in implementing departmental specific software packages
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E3
	Performs and/or schedules all warranty/repair work and obtains parts by purchase/warranty return
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E4
	Troubleshoots hardware issues in workstations, printers, handheld devices and other peripherals
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E5
	Coordinates movement of equipment, including disconnection, relocation, and reconnection of computers and peripherals 
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E6
	Responds to reports of compromised/hacked computers
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E7
	Provides basic troubleshooting to resolve software problems such as application compatibility, connectivity, and hardware malfunction
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E8
	Prepares obsolete hardware for surplus by erasing hard drive and salvaging parts for future repairs
	__Tech Coordinator

__ETSS Staff 
__Other: ______________

	E9
	Maintains an on-going list of technology needs
	__Tech Coordinator
__Other: _______________

	E10
	Maintains a complete inventory of technology-related resources
	__Tech Coordinator
__Other: _______________

	E11
	Subscribes to listservs related to Tech Coordinator duties
	__Tech Coordinator
__Other: _______________

	E12
	Regularly monitors system updated from various technology groups
	__Tech Coordinator
__Other: _______________

	E13
	Identifies and analyzes computer equipment and software applications to ensure that they are appropriate for the needs of the unit
	__Tech Coordinator

__ETSS Staff 
__Other: _______________

	E14
	Provides staff with technical updates and security bulletins (viruses, outages, etc)
	__Tech Coordinator
__Other: _______________


	Identify the individual(s) or unit that is responsible for the following duties. Check all that apply for each item.

	ID
	Duty
	Individual(s) or unit

	E16
	Updates content and repairs broken links on existing Web pages
	__Webmaster
__Other: _______________

	E17
	Monitors inbound links from related sites
	__Webmaster
__Other: _______________

	E18
	Archives old content and back up of Web pages
	___Webmaster
__Other: _______________

	E19
	Performs basic troubleshooting of common Web problems
	__Webmaster
__Other: _______________

	E20
	Coordinates URL requests through DETS
	__Webmaster
__Other: _______________

	E21
	Facilitates interoffice Web content by assisting colleagues in uploading their own information to site
	___Webmaster
__Other: _______________

	E22
	Coordinates site restructuring or redesigns and performs routine checkups to Web functionality
	__Webmaster
__Other: _______________

	E23
	Procures and manages hosted Web space (including access control)
	__Webmaster
__Other: _______________

	E24
	Maintains software for Web design, graphics, and file management including licensing information, support contact information, and technical documentation
	___Webmaster
__Other: _______________

	E25
	Ensures Websites meet accessibility standards
	__Webmaster
__Other: _______________

	E26
	Gathers feedback on design and structure of Websites from staff and students
	___Webmaster
__Other: _______________


+++  End of Checklist  +++
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