ASSET PORTFOLIO FAQ SHEET
GENERAL QUESTIONS

· What is the purpose of the Asset Portfolio system?  The Asset Portfolio system is an IT asset inventory system that has been built to provide both an agency view of IT assets and a Commonwealth view of assets.  This system will be used to provide information to the Investment Review Board (IRB), the Enterprise Project Management Office (EPMO), VITA, the various Secretariats, and the agencies.   
· Why is the timeline for agency data entry so short?  The current timeline to update Asset Portfolio is July 14, 2003 to August 18, 2003.  Information from the Asset Portfolio in needed for the preparation of the VITA operating report due to the General Assembly quarterly.  
· Will we be able to delete assets?  Yes.  You will be able to both delete assets as well as move/transfer assets from one location to another.  A few agencies have closed locations in the past year and reallocated these assets to other locations.  A feature is being added to the system to allow agencies to move or transfer these assets to the new locations instead of deleting and re-adding them.  
· Will the data that I keyed in last Fall be available when I sign on to the Asset Portfolio system?  Yes, the data that was entered last Fall into the Due Diligence system has been scrubbed and moved over to the new Asset Portfolio system.  

· What is meant by locking data?  A tab has been provided for the purpose of locking down your agency data once the asset portfolio has been updated. This provides agencies with the opportunity to formally review their data prior to certification. If changes need to be made, the data can be 'unlocked' for corrections and then relocked.

· Will I be able to export my data into Excel spreadsheets or an Access database for analysis and review?  Not at this time.
· Will there be a tool guide supplement?  Just like in Due Diligence, a data glossary relative to the data entry fields will be provided as a supplement to the training guide.  The plan is to provide a link to the CATSPA website within the Asset Portfolio system to where the stand-alone document may be found.    
· If I am updating for two agencies, how will this work?  Each agency is to assign an individual(s) that is (are) responsible for updating the data in the Asset Portfolio and inform the agency AITR who will in turn send this information to assetportfolio@vita.virginia.gov.   A user logon and password will be assigned to you for each agency for which you are maintaining. 
· I understand that my agency’s assets are going to be transferred to VITA. Do I  still record my agency’s assets under my agency?  Yes.  You will still maintain your agency’s assets under your agency number until they are formally transferred into VITA.  At that point in time, these assets will need to be removed from your agency number and added to VITA’s agency number.
· Are you going to be backing up the Asset Portfolio system?  Yes.  The Asset Portfolio system will be backed up on a nightly basis.  Eventually we will be using a hot backup allowing 24 x 7 availability.
· Are the business rules the same in the Asset Portfolio as they were in the Due Diligence system?  Yes.  Because we are using the data that from the Due Diligence system, it is critical to maintain the same business rules to maintain consistency.
· I have a lot of old equipment that is no longer being used.  Do I need to report this equipment?  No.  Old equipment that is no longer being used by an agency will not need to be reported in the Asset Portfolio.  The Asset Portfolio needs to provide an accurate picture of the agency’s infrastructure that must be supported and maintained by VITA.  Old equipment that needs to be surplussed will remain the responsibility of the agency. Note that equipment that exists as a backup ‘hot swappable’ unit should be reported.
· How often will the Asset Portfolio need to be updated?  Every 6 months.
· My agency is under Seat Management.  Do I report these assets?  Yes.  The seat management contract itself is to be reported under the ‘External Services’ tab.  The seat management equipment will be reported as ‘leased’ equipment under the appropriate tab(s) by location.  Software standards implemented within your seat management program are to be reported under the ‘Software Standards’ tab.  Your seat management vendor should be able to provide you with your inventory broken down into the aggregates required by the Asset Portfolio system.
· Can more than one person work on an agency at the same time?  Records are locked by physical location so only one person can update data for a physical location at a time.  However, other people can be working on different agency locations.  Note that while a physical location may be locked for update purposes, other users can still view the data.
· How do I account for equipment and services provided to people who work out of their home, car, or field office?   Establish one location called home office/telecommuter, field office, or vehicle to collectively record all pertinent information.  Do not set up individual locations for each home office, vehicle office, or field office.  This nomenclature will be provided for you in the drop down box. 
· Do I have to account for equipment that falls under a certain dollar amount?  Account for all IT assets regardless of the cost.
· Can we use FAACS as input into the asset portfolio system?  No.  Only assets > or = $5,000 are required to be tracked in the FAACS system.  FAACS is a fixed asset accounting system.  It does not provide a complete inventory needed for operations.  
· Why can’t we use CARS as our inventory system?  CARS is the general ledger system for the Commonwealth of Virginia that produces checks or payments for the Commonwealth of Virginia and is used to reconcile Commonwealth expenditures as authorized in the Appropriation Act. How agencies interface with CARS varies.  Some agencies submit detailed itemized accounting transactions to CARS while others submit summarized transactions.  Detailed asset information is not available in this system.  

· What if a drop down box does not contain the specific data I need?  Either select 'OTHER' as the alternative option and key in a description or email a request to the Asset Portfolio mailbox asking to have the item added to the drop down list.  
· How do I account for devices or services that are on contract with VITA?  Anything that is billed to the agency by DIT does not have to be accounted for.  Detailed online billing reports similar to the ones provided to the agency by VITA at the end of each month will be available online when the agency profile is implemented in September. 
· What category does a plotter fit into?  A plotter is a peripheral.  A peripheral is any device that can be plugged into a PC.

· What category does a digital camera fit into? A digital camera is a peripheral.

· I have a lot of peripherals that are under $500.  Do I have to account for every single one?  Remember that one of  the main purposes of the Asset Portfolio system is to illustrate, what it takes to support an agency from an infrastructure point of view. Try to portray as accurate a picture as you can. 
· What do you mean by ‘number of active ports’?:  If a device has ports, it may  have 10 ports but only 3 are being used.  The data entered for this field would be '3'.  Some devices do not use ports, which is why this field is not a required field.

· What is the relationship between NETWORK Services and NETWORK Devices?

The  Network Services tab captures information about the Local Area Network (LAN), Wide Area Network (WAN) or wireless services at a specific physical location.  The Network  Devices tab captures those communications devices (routers, switches, hubs) that support one of the NETWORK Services  defined in the NETWORK Services tab.  To record equipment that may be hot swappable or in storage, leave the ‘Network Service’ field blank when adding a NETWORK device.
· What if a NETWORK Device has multiple functions?    The device would be entered into Asset Portfolio for each individual function.  
· What if a there are two NETWORK Devices have the same make and model but the functions are split. (For example:  2 Switches, 20 ports each but using only 10 ports on each, how would this be entered into Asset Portfolio?  The switches would be accounted for individually indicating the number of active ports (10).  There would be two entries (one for each switch).  We are adding a new field to capture total number of ports to indicate total capacity.
· Do I Account for both Data and Voice?  Yes.
· Question about Telecommuters - and the use of dial-up services.  This question came up in discussion about telecommuters.  In reference to telecommuters, use the 'OTHER' option in responding to Telco Provider and Telco Service Type.
· What if server has multiple functions, how is this entered?   Server Information is entered first, with a related sub-tab about it's functions.  Within the Server Functions tab, each individual function is entered.
· What are the definitions for the following server types?
· Enterprise:  An enterprise server supports up to 1000 concurrent end users  

· Large Enterprise:  A large enterprise server supports more than 1000 concurrent end users.
· Department:  A department server supports up to 250 concurrent end users
· Group:  A group server supports up to 50 concurrent end users 
· If I have 100 PCs, same make, same model and they are in groups of 25, with each group having different Lease Termination Dates, how is this entered into Asset Portfolio?  There would be four separate entries, one for each refresh period.   
· What is meant by owned by agency but shared?  An agency may be the business owner of a business application but that business application is used by other agencies.  
· What is meant by business apps used by an agency but not owned:  

· If the Business App is not on the list, please contact AssetPortfolio@dit.state.va.us.
· This list does not including Enterprise Applications (PMIS, PROBUD, CARS, FAACS…)
· What if a small agency uses a suite of products to support their business applications?  When a Business application is entered into Asset Portfolio, a sub-set of detailed tabs allow for the entry of supplemental information. Enter the 'suite of products' here.

· What exactly is this Software Standards tab supposed to capture?  This tab is requesting information about your Agency's software standards as it relates to Desktop (standard), E-Mail (standard), Database (Standard), Personal Productivity (Standard), Server (standard), and Development Software.

· I own a Server, with leased maintenance cost.  There is no maintenance cost until 2004.  How do I show 'future costs'?  The information being captured in the Asset Portfolio is for the present.  Maintenance costs for 2004 would be entered in FY04 at the time that they are incurred.  To portray an accurate picture, this financial arrangement can be documented in the comment field.
· How do I account for a server that has turned back into a Leasing Co.?

The asset would be deleted.
· How do I account for hand held computers, blackberries,etc.?  Enter these devices under the mobile computers tab.  
· Will I be able to see a detailed list of services that are contracted through VITA in the Asset Portfolio system?  An agency profile for online internet access is being developed and is scheduled to be released this Fall.  
