Office of Online & Distance Education Technology Plan
The following document contains the policies and processes used to maintain a level of competitive technology with the Office of Online & Distance Education. Before new technology is introduced as a standard operating process at the department, it should first be evaluated to ensure it meets the requirements outlined below. 

By having a focused approach to our technology implementations we will ensure that our money is being well spent to gain the maximum positive result from all members of the staff. This means that some software, hardware, or peripherals may not meet the minimum requirements to be added to the available technology within the department. Anything new should only be implemented after it has been found to have a direct alignment with the department’s strategic goals and can be backed up with the support it will need in manpower and maintenance requirements.  
Acceptable Use Policy 

UNL Office of Online & Distance Education complies with University of Nebraska 

Executive Memorandum 16. This document can be found in its entirety at the following location:

http://nebraska.edu/docs/president/16%20Responsible%20Use%20of%20Computers%20and%20Info%20Systems.pdf
Multi-Year Technology Plan

The Office of Online and Distance Education makes every effort to maintain an acceptable level of technology to allow all necessary functions of the department. 

Computer hardware in use by staff (CPU, monitor, keyboard, mouse) will be replaced on a cycle of four years for desktop computer, three years for laptop computers. Peripherals will be handled on an as-needed basis and as newer technologies are reviewed. If a new peripheral is necessary to support an aspect of the department’s core goals, the most economical version of that peripheral will be determined and a purchase will be made.

As a service department Online and Distance Education will maintain a level of technological ability needed to assist our audiences. Software and hardware that no longer appears to support our core goals will be evaluated on a yearly basis. Items that are no longer needed will be retired, allowing support time and money to be applied elsewhere. 

The determination of what hardware or software will be purchased to further the goals of the department will be made primarily through the use of the evaluation tools available in this document. If the evaluation tools determine that a piece of hardware or software is not compatible with our current infrastructure, but is still necessary to further a departmental goal, the issue will be brought to the executive director.

Hardware Evaluation

Hardware Description (Type of equipment, including model and manufacturer)

____________________________________________________________

____________________________________________________________

Computer Evaluation Criteria

	
	Below Average (1pt)
	Average (3pts)
	Above Average (5pts)

	CPU Speed/RAM
	Would run software with noticeable lag time 
	Would run software at acceptable speeds
	Would load software very quickly

	Hard Drive
	Insufficient space for future installations
	Runs quietly and has adequate free space for expansion
	Enough space remaining for installs over the next 3-4 years

	Monitor/Video Output
	Meets minimum resolution requirements
	Can be adjusted to wide-screen resolutions
	Ability to support at least 2 monitors

	Drives
	CD-ROM only
	DVD burner
	Blu-Ray burner

	Ports
	USB 1.0 only
	USB 2.0
	USB 3.0

	Expandability
	No free slots for expansion
	At least two free PCI slots, SATA ports
	More than two free PCI and SATA ports

	Software Availability
	Meets minimum software requirements
	Exceeds current software requirements, but not by much
	Exceeds current software requirements.

	Cost
	At budget limits
	Budget remaining for upgrades
	Below budget limits

	Peripherals
	Minimum peripheral availability
	All peripherals in use will work with this machine
	All peripherals will work with this machine, including known future upgrades


Criteria Details
1. CPU Speed/RAM: Determine if the CPU speed and included RAM will be sufficient to run standard programs without noticeable delays or errors.

2. Hard Drive: There should be enough remaining hard drive space after installation of all required software to ensure smooth running of all programs. 
3. Monitor/Video Output: Current trends are moving to multiple monitors per workstation. Computers purchased should take these trends into consideration.

4. Drives: Most data storage is currently on CD, but some software installation now requires a minimum of a DVD reader. 

5. Ports: This affects the ability to attach peripherals. Check port speeds to ensure they are fast enough to match current use.

6. Expandability: If new peripherals or port types come into use prior to an upgrade cycle, adding expansion hardware may be the most effective option, if available.

7. Software Availability: If upgrading to a newer version of an operating system, or switching operating systems, ensure that all mission-critical software is available and will run.

8. Cost: The purchase should include the maximum number of benefits from the list above balanced against the minimum cost.

9. Peripherals: Ensure that any mission-critical peripherals are compatible with any new hardware.

Peripheral Evaluation Criteria

	
	Below Average (1pt)
	Average (3pts)
	Above Average (5pts)

	Connection Type
	Non-USB
	USB 2.0
	USB 3.0

	Power Consumption
	Requires dedicated power at all times.
	Minimum power from external adapter, only while in use
	Minimum/Provided through connection type

	Accessibility
	Only available in one location, requires special software
	Portable, requires minimum software installation
	No extra software installation, easy to transport

	Maintenance
	Requires periodic maintenance
	Minor software updates
	No maintenance needed

	Ease of Use
	Requires training to use
	Minor instruction on initial use
	No instructions needed to use


Criteria Details

1. Connection Type: All machines are expected to have at least a USB connection. Peripherals should use this type where possible.

2. Power Consumption: Devices should not add significant power drains or requirements over time. They should have low-power stand-by modes, or can be turned off when not in use.
3. Accessibility: Portability of the peripheral, both by location and by ease of connection to new machines, is important for departmental use.

4. Maintenance: If a peripheral needs periodic maintenance, such as changing of a bulb in a projector, factor those costs into the decision for purchase.

5. Ease of Use: If a peripheral requires a special skill or knowledge set to use, consider finding a similar peripheral with a lower learning curve if available.

Hardware

All hardware devices acquired for or on behalf of Online and Distance Education or developed by Online and Distance Education employees or contract personnel on behalf of Online and Distance Education is University of Nebraska property. All such hardware devices must be used in compliance with applicable licenses, notices, contracts, and agreements. 

Purchasing and Configuration 

All purchasing of Online and Distance Education computer hardware devices shall be centralized with the Shared Computing Services department to ensure that all equipment conforms to University hardware standards and is purchased at the best possible price. All requests for Online and Distance Education hardware devices must be submitted to the budget administrator for that department for approval. The request must then be sent to the Shared Computing Services department, which will then determine standard hardware that best accommodates the desired request. 

Shared Computing Services will configure all Online and Distance Education computer devices for security.  Online and Distance Education employees outside of Shared Computing Services will not change hardware or operating system configurations or settings on their University-owned computer devices. 

Computer devices for the sake of this policy include (but are not limited to): 

· Desktop PC’s 

· Laptop PC’s and Docking Stations 

· PDA’s and other Handheld PC’s 

· Monitors 

· Printers 

· Keyboards and Mice 

Hardware Disposal 

All Online & Distance Education computer equipment will be disposed of according to the Excess Property policy; Disposal of Surplus Property. Online and Distance Education units should contact Shared Computing Services staff to dispose of computer equipment. Shared Computing Services staff is responsible for ensuring excess Online and Distance Education computer equipment is disposed of in accordance with the above policy. 

Hardware Standards 

All Online and Distance Education computer users will be provided with a desktop computer configuration unless approved by both their department and Shared Computing Services for a laptop/docking station; only users with a business need for a laptop (such as those that work regularly from home) will be approved for a laptop.  Users approved for a laptop will not receive a desktop computer. 

Employees needing computer hardware other than what is stated in the configuration standards must request such hardware from Shared Computing Services. Each request will be considered on a case-by-case basis in conjunction with the hardware-purchasing section of this policy. 

The following list shows the standard hardware configuration for Online & Distance Eduation computers (excluding test computers) that are fully supported by Shared Computing Services. These standards will be reviewed and updated each quarter by Shared Computing Services to reflect the current standards of the Dell Prime Vendor agreement.

	Desktops (Dell Optiplex GX620)
	Laptops (Dell Latitude D810)

	· 2.8 - 3.8 GHz Intel Pentium IV Processor

· 512-MB DDR2 SDRAM

· NVIDIA GeForce FX 5200 Video

· Floppy drive

· 40-GB SATA hard drive with NTFS

· DVD/CD-RW Combo Drive

· Integrated Gigabit Ethernet

· Integrated Sound Blaster Compatible Sound

· Dell A215 Speakers

· Standard 102-key English keyboard

· Wheel mouse

· USB Memory Stick

· Surge suppressor

· 3 year Limited Warranty
	· 1.7 - 2.13 GHz Intel Pentium M Processor

· 512-MB DDR2 SDRAM

· ATI Mobility Radeon X300

· No floppy drive

· 40-GB ATA hard drive with NTFS

· DVD/CD-RW Combo Drive

· Integrated 10/100 Ethernet

· Integrated 56K V.90 modem

· Integrated Sound

· D/Port Port Replicator

· D/View Notebook Stand

· Dell A215 Speakers

· Standard 102-key English keyboard

· Wheel mouse

· USB Memory Stick

· Surge suppressor

· Carrying Case

· 3 year Limited Warranty

	Tablets (Motion Computing LE1600 or LS800)
	Laptops (Dell Inspiron XPS Gen2)

	· 1.2 or 1.5 GHz Intel Pentium M Processor

· 512-MB DDR2 SDRM

· Integrated Video

· DVD/CD-RW Combo Drive

· Integrated Wireless b/g and 10/100 Ethernet

· Integrated Sound

· Digitizer Pen

· Wheel Mouse

· Standard 102-Key English Keyboard

· Docking Station

· Surge Suppressor

· Carrying Case

· 1 year Limited Warranty
	· 2.0 GHz Intel Pentium M Processor

· 512-MB DDR2 SDRAM

· NVIDIA GeForce Go 6800

· No floppy drive

· 40-GB ATA hard drive with NTFS

· DVD/CD-RW Combo Drive

· Integrated 10/100 Ethernet

· Integrated 56K V.90 modem

· Integrated Sound

· Kensington Port Replicator

· Dell A215 Speakers

· Standard 102-key English keyboard

· Wheel mouse

· USB Memory Stick

· Surge suppressor

· Carrying Case

· 3 year Limited Warranty

	PDA's (Dell Axim X5 Handheld PocketPC)
	

	· PDA's and handheld PC's will only be provided at the discretion of the department and Shared Computing Services.

· 400 MHz Intel X-Scale Processor

· 64 MB SDRAM

· 3.5" Display

· Stylus 3-pk

· Rechargeable Battery

· USB Cradle and TravelSync cable
	

	Monitors
	Printers

	· Monitors will be provided for both desktop and laptop systems.

· 17-inch or 19-inch monitor, depending on job requirements
	· Employees will be given access to appropriate network laser printers. In some limited cases, employees may be given local printers if deemed necessary by both Shared Computing Services and their parent department.


Employees needing computer hardware other than what is stated above must request such hardware from Shared Computing Services. Each request will be considered on a case-by-case basis in conjunction with the hardware-purchasing section of this policy.
Outside equipment 

Non-University hardware or other equipment from outside Online and Distance Education may not be plugged into the Online and Distance Education network without Shared Computing Service’s permission. 
Software Evaluation

Software Description (Instructional, office management, program development)

____________________________________________________________

____________________________________________________________

Software Evaluation Criteria

	
	Below Average (1pt)
	Average (3pts)
	Above Average (5pts)

	Efficiency
	Accomplishes tasks with time or multiple steps
	Works as needed for task
	Completes tasks quickly and with minimum steps

	Ease of use
	Requires special training
	Minor instruction for use
	Little to no instruction needed to use

	Hardware Requirements
	Meets minimum requirements available
	Will run adequately with current hardware
	Requirements well below current hardware

	Maintenance Costs
	Recurring fees for upgrades or use
	Only cost is for “point-version” upgrades
	Upgrades and maintenance included in initial purchase

	Initial Cost
	High initial purchase price
	Within budget
	Low cost

	Vendor
	Unknown vendor, no history
	Known vendor, at least 5 years in the business
	Well known vendor, 10+ years in the business

	Documentation
	Little to no documentation
	FAQ and installation documentation
	Well-documented


Criteria Details
1. Efficiency: Can be used to perform needed tasks with a minimum of steps and processing time.

2. Ease of Use: It should take minimum time in training or review to be able to use the program.

3. Hardware Requirements: Ensure than any software will run on the minimum hardware available within the department.

4. Maintenance Costs: Find out the total cost of the software over time, including price of upgrades and any recurring costs for ongoing maintenance or support issues.

5. Initial Cost: When considering cost, include the time in man-hours needed to train on and install the software.

6. Vendor: The vendor should be well-established enough to feel that they will provide adequate support and upgrades over the next 3-5 years.

7. Documentation: All instructions on use of the software, including installation and basic trouble-shooting, should be available.

Software

All software acquired for or on behalf of Online & Distance Education or developed by Online & Distance Education employees or contract personnel on behalf of Online & Distance Education is University of Nebraska property. All such software must be used in compliance with applicable licenses, notices, contracts, and agreements.

Purchasing
All purchasing of Online & Distance Education software shall be centralized within the Shared Computing Services department to ensure that all applications conform to University software standards and are purchased at the best possible price. All departmental requests for software must be submitted to the budget administrator of that department for approval. The request must then be sent to Shared Computing Services, which will then determine the standard software that best accommodates the desired request.

Licensing
Most of the software titles on Online & Distance Education’s current software list are not freeware; therefore, the cost of software is a consideration for most titles and their deployment. To control costs, licensing costs are a factor in the decision-making processes that go into client software planning and request approval.

It is the goal of the Shared Computing Services to keep licensing accurate and up to date. To address this, Shared Computing Services is responsible for purchasing software licenses for all software categories:

· Desktop operating system software

· Productivity tools package

· Internet software

· Accessories

· Department-specific software

Each employee is individually responsible for reading, understanding, and following all applicable licenses, notices, contracts, and agreements for software that he or she uses or seeks to use on Online and Distance Education computers. Unless otherwise provided in the applicable license, notice, contract, or agreement, any duplication of copyrighted software, except for backup and archival purposes, may be a violation of federal and state law. In addition to violating such laws, unauthorized duplication of software is a violation of the Online & Distance Education Hardware/Software Policy.

Installation
Shared Computing Services is exclusively responsible for installing and supporting all software on University computers. These responsibilities include:

· University-Owned Desktop Computers

· University-Owned Laptop Computers (both in-office and remote)

· University-Owned PDA’s and Handheld Computers

Online & Distance Education employees outside of Shared Computing Services will not install any software on University PC’s.

Software cannot be present on Online & Distance Education's computers in the following scenarios:

· A piece of software purchased for one’s home computer

· A downloaded title from the Internet

· A pirated copy of any title

· A different version/title from the current software list of this policy

Software standards
The following list shows the standard suite of software installed on Online and Distance Education computers (excluding test computers) that is fully supported by Shared Computing Services:

· Microsoft Windows 7 (Windows 2000 and XP are being phased out as PC’s are being replaced)

· Sophos Antivirus 5.0

· Microsoft Outlook 2010

· Microsoft Office 2010

· Adobe Acrobat Reader 

· Laptops only: Dial-up ISP and University VPN access

· Web Coordinators only: Dreamweaver 

Employees needing software other than those programs listed in the configuration standards must request such software from the Shared Computing Services department. Each request will be considered on a case-by-case basis in conjunction with the software-purchasing section of this policy.

Violations and penalties
Penalties for violating the Software/Hardware Policy will vary depending on the nature and severity of the specific violation. Any employee who violates the Software/Hardware Policy will be subject to:

1. Disciplinary action up to and including termination of employment, as described in the University’s on-line HR policies and procedures manual.

2. Civil or criminal prosecution under federal and/or state law.

Guidelines for Professional Development

Due to the ever-changing nature of online and distance education a level of professional competency must be maintained as instructional and support staff. The following are guidelines to support continued development of all staff.
· The University of Nebraska provides training and support for common software and hardware implemented across campus and being used in instructional venues. Staff are encouraged to attend as many instructional sessions as are needed to maintain knowledge of the systems in use. Most training sessions are free of charge, but those with a cost should be approved by your director.

· Software or hardware knowledge that is not available locally, but can be made available through travel should be brought to your director’s attention. Where possible, groups of attendees should be arranged to get discount pricing. 

· Funds are available for professional development on an annual basis. The use of this funding is to be determined by the director of each functional unit at the Office of Online & Distance Education. 

· Make all efforts to include the largest number of people from the department as possible that would benefit from any professional development.

· Determine possibilities for on-campus training sessions, where the trainer can be brought to a group of staff members locally, rather than having a larger cost for travel expenses for multiple attendees.

Some of the considerations for determining professional development activities should be:

· How much of a staff member’s daily routine would be made more efficient with increased training?

· What are the overall benefits from the training that would be brought to bear on the functional unit, or the entire department?

· Is this information that needs to be shared among other staff, and if so, can one attendee pass the information to the remaining members, or should all attend the training?

· How much of a positive impact will this training have on the department? Will it increase efficiencies, or open new avenues for processes?

Information Technology Organization Chart
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Conclusion

The technology used at the Office of Online & Distance Education should be maintained and upgraded in a timely manner to ensure competitiveness and to further the primary goals of the department. Software should be evaluated to match the needs of the staff to successfully complete all mission-critical tasks. By periodic review of new technologies we will be able to increase enrollments by providing new features that complement our overall mission.
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