DAAP Faculty/Staff—Hardware/Software Policy October 31, 2005

1.0 GENERAL POLICY DESCRIPTION
1.1 Purpose
The purpose of this policy is to provide superior service and access to computing technology for
all faculty and staff in the college of DAAP. By consolidating, centralizing and streamlining the
process of purchasing and maintaining computing technology and software, faculty and staff have
full access to the most current versions of common software and full access to CGC staff for
technical assistance, advice for system configuration and troubleshooting.

1.2 Subscription to the Hardware/Software Policy

All faculty/staff have the option to subscribe their UC computer asset to this hardware/software
policy in its entirety. Subscription entitles faculty/staff to the full range of benefits described herein
including access to all software listed in Section 4.3. By subscribing, faculty also agree to the
installation of administrative management software that facilitates CGC maintenance and
software updates. The CGC is not obligated to offer assistance to faculty/staff who choose not to
subscribe their computers to this policy. Furthermore, only subscribed computers will have full
access to the shared software licenses.

1.3 Changes to the Hardware/Software Policy

Due to the unpredictable nature of technology and the ever-changing scene of computing in the
college, this policy will be updated regularly and posted on DAAPspace.
2.0 DEFINITIONS

UC Asset - Any hardware purchased with school or college funds whether from a grant or
general operating funds is by definition an asset of the University of Cincinnati
and may benefit from the policies described herein if the faculty/staff member
chooses to subscribe to the policy. Due to the university’s software licensure
agreements, no personally owned computers may be subscribed to this policy.

Hardware - Hardware is any physical component of the computing environment including the
Central Processing Unit, Display/Monitor, Keyboard, External hard drives,
Printers, Servers, etc.

Base Software - Base software includes common applications that are centrally managed and
Keyserved. Faculty/staff may choose to have any software from this list installed
on their computers. (See Base Software list, Section 4.3)

Keyserve - Keyserve is software that allows the CGC to centrally distribute software licenses
to faculty/staff computers. It in effect represents a @oolOof licenses from which
users draw when using an application. This pool of shared licenses allows the
college to take advantage of bulk purchasing.

Administrative Access - Administrative access allows individuals to install software or manipulate some of
the primary features of a computer® operating system. Subscription to the
hardware/software policy requires granting administrative access privileges to
authorized CGC staff. For faculty with specific administrative access needs, the
authorized CGC staff may share administrative access with the faculty/staff
member.

Authorized Staff - Only certain members of the CGC staff will be authorized to access faculty/staff
computers after initial software deployment. This access gives authorized CGC
staff administrative privileges in order to maintain and install software upgrades
at faculty/staff request. Staff with authorization will be required to sign a
confidentiality and privacy agreement with threat of termination if violated.

VPN - Virtual Private Network is the protocol by which you can connect to the UC

network when you are not on campus.



3.0

HARDWARE

3.1

3.2

.1 Introduction

The purpose of the hardware portion of this policy is to assist faculty in the selection,
maintenance, and support of hardware and to centrally store critical information about the
hardware in the event of a loss such as theft or natural tragedy. Faculty and staff who choose to
subscribe to the hardware/software policy will benefit from direct support from the Computer
Graphics Center and will receive top consideration for deployment of the college® annual
inventory of recycled computers.

.2 Conditions

3.3

Only hardware purchased through a UC account, whether from a grant, general funds or
otherwise, is eligible for subscription to the policy. Subscribing to the hardware/software policy
requires the installation of management software. The software gives the authorized CGC staff
the ability to administer hardware remotely and to facilitate software updates to all computers
upon request. Furthermore, to best serve faculty and staff, hardware configurations should be
matched with software expectations. Consulting with CGC staff prior to purchasing a new system
can help prevent hardware inadequacies or software-hardware incompatibilities.

Purchasing new faculty/staff computers

3.4

Faculty or staff choosing to participate in the hardware/software policy should consult with the
CGC staff regarding needs. This consultation will help in the determination of hardware and
software needs and will allow faculty/staff to benefit from the reduced pricing the college has
negotiated with vendors.

Procedural guidelines for new computer purchase and subscription

Step 1. Faculty/Staff completes Hardware/Software request form and submits the completed form,
with signatures, to CGC staff.

Step 2. Faculty/staff consults with CGC staff about needs and together, they identify appropriate
hardware and software.

Step 3. New system is purchased by CGC staff using a DAAP credit card or through the college
office with a Purchase Order. In either case, the funding number

Step 4. New hardware is delivered to the CGC where the system is prepped prior to deployment.
This includes software installation in accordance with the software portion of the policy
and migrating data from the faculty members previous machine.

Step 5. System delivered to Faculty/Staff office, connected to network and existing data, account
information etc. is transferred to the new machine.

Existing faculty/staff computers

3.5

Faculty or staff choosing to participate in the hardware/software policy using their existing UC
computers should consult with CGC staff to determine system capabilities. CGC staff will re-
image the computer and install all appropriate software and virus protection. Note: while the CGC
staff will back up the data on the faculty/staff computer prior to reimaging, it is strongly advised
that faculty/staff back up their own data prior to subscribing their computer.

Procedural guidelines for subscribing existing computers

Step 1. Faculty/staff consults with CGC staff about software needs, CGC staff assess existing
computer with respect to desired software needs.

Step 2. System delivered to CGC. System re-imaged, upgrades performed, software installed,
faculty data migrated back to computer.

Step 3. Reconfigured system with new software returned to faculty office.

Financial responsibility for hardware

Repair, maintenance, hardware upgrades of faculty or staff computers, whether purchased by
their school or acquired from the CGC, are the financial responsibility of the faculty member®
school. The CGC staff may assist in coordinating non-warranty repairs, ordering parts and
upgrades but the school must cover any and all costs associated with the work.



4.0

SOFTWARE

4.1

Introduction
The purpose of the software portion of the policy is to provide faculty and staff access to the most
up-to-date versions of several titles of the most common software that DAAP expects its students
to use in coursework. While the CGC staff will provide technical assistance for software
installation, they cannot provide training in the use of the software or routine application help.

4.2

.2 Conditions
Subscribing to the hardware/software policy is accomplished through the use of keyserving the
shared titles. While software is installed on each computer, the licenses for the titles are shared
and accessed via the keyserve client. Two mechanisms are available for accessing the shared

4.3

licenses;

Access to keyserve licenses is automatic for computers with an Ethernet connection to the UC
network. For use off campus, this automatic connection can only be accomplished using the Virtual

Private Network (VPN) connection to the UC network.

For off-campus access where no VPN connection is possible, keyserve licenses for many software
titles (denoted with an *) may be @hecked-outOfor a period of 3 days. To accommodate unique
situations such as travel etc. faculty/staff may request extended check-out periods.

Base Software

The list of software below comprises the Base Software available to faculty and staff through
Keyserve. Software on this Base list is specific to hardware platform and falls into three
categories based on the number of available seats and demand. Fundamental software is
installed automatically on every computer, optional software needs to be requested by
faculty/staff member and unique software may be requested after consultation with CGC staff.

Windows Platform
Fundamental Software

Macintosh Platform

Fundamental Software

Windows XP
Keyserve Client

Microsoft Office (Word, Excel, PowerPoint etc.)

Anti Virus

Optional Software

Mac OS - Tiger

Keyserve Client

Microsoft Office

iLife

Anti virus
Optional Software

Adobe CS
Photoshop
lllustrator
Acrobat
InDesign
GolLive

autodessys formzZ

Macromedia Flash

Macromedia Dreamweaver

SPSS

SAS

Sketch Up

Unique Software

Adobe CS

Photoshop

lllustrator

Acrobat

InDesign

GolLive
autodessys formzZ
Macromedia Flash
Macromedia Dreamweaver
Sketch Up

Unique Software

Adobe Video Collection
Premiere Pro
After Effects Pro
Audition
Encore DVD

Alias Maya

ArcGIS/Community Viz

AutoCAD 2005

3DStudioMAX

Alias Studio Tools

Solid Works

Surfcam

Udia

Corel Painter

Cinema 4D

Apple Production Suite
Final Cut Pro
DVD Studio Pro
Motion
Soundtrack Pro

Alias Maya

Cinema 4D

ArchiCAD

Vector Works

Adobe After Effects

Corel Painter

Cinema 4-D



4.4 Installing base software
4.4.1 New computers
New computers purchased through the CGC with school or college funding will have software
installed a part of the system set-up procedure. Using the Harware/Software request form,
faculty/staff should indicate which software from the base list should be installed on their new
system.

4.4.2 Existing computers
Faculty/Staff wishing to add software from the base list to their current computing
environment should complete the software request form and schedule an appointment for
consultation.

4.5 Base Software and other updates

4.5.1 Automatic/mandatory updates and patches
Any UC asset subscribing to this policy will automatically receive mandatory patches to the
operating system, virus protection updates and security updates. For desktop office
machines, these updates will occur during non-work hours. To facilitate this, it is necessary
for office machines to remain on at all times. For faculty/staff with subscribed laptops, this
process can occur by routinely plugging the unit in to a network jack for automatic updates.
To verify that updates are being installed, laptops should be brought in to the CGC for update
verification at the beginning, middle and end of each academic term.

4.5.2 Software version upgrades
Any UC asset subscribing to this policy will be able to receive software version upgrades to
any software on the base list as they become available. Upgrades will be implemented during
breaks between academic terms. Faculty/Staff will be notified in advance of any upgrade or
intervention. For laptop computers subscribing to the hardware/software policy faculty/staff
must bring the laptop to the CGC for the installations. No new software or version updates
will be installed across labs after the first day of final® week of the previous quarter in which
the software will be deployed.

4.6 Installing non base software
Faculty/staff who have acquired software that is not on the base list, whether through their school
or personally, may install it directly if they have administrative access to their hardware. Faculty
with non-administrative access must request assistance from the CGC for non-base software
installations. Please note: The CGC can assist with installation of non-base software is unable to
provide assistance in making the software operational. Furthermore, if the software being used
causes incompatibilities with the system or other software, the CGC will restore the computer to
pre-installation operation.

4.7 Adding software to the base software list
4.7.1 College funded additions
Software under consideration should be presented to the DEC with a written proposal
outlining initial and annual costs. Additionally, letter of support from other schools wishing to
adopt the same program should be included. Three main factors will contribute to the
decision to fund and adopt;
A. - Broad college appealﬂlwhat population of DAAP students will be served with this software.
B. - Initial and annual costN very expensive software for an elective class of 10 students vs free
software for a required class of 120.
C. - Industry/Program necessityN is the use of the software required by the school or profession.
Will our students be disadvantaged if they do not have exposure and access to the software.
4.7.1 School funded additions
In the event that an individual school wishes to add a specific software title and have it
distributed and centrally managed by the CGC, the school can purchase the software for the
CGC lab seats and their faculty.
4.7.2 New software deployment
In order to maintain the integrity of the lab environment and to insure sufficient time to test
and deploy software, any requests for new software adoption and installation must occur at
least 6 weeks before the academic term in which it will be incorporated into teaching.




