Refresh Process and Policies

DLIST has not changed its refresh policy.

Below are links that describe how DLIST determines who in the library, based on the work they do on
their computer, needs an upgrade to their computer. It is DLIST’s decision, based on the work required of
the computer, if a person gets an upgrade and what level of computer they receive. Any complaints about
our process can be directed to Adele Edwards 307-2831.

Guidelines on Allocations and Re-Allocations of Computer Equipment in the Library

http://intranet.library.arizona.edu/teams/dlist/equipmentreallocation.html

U.A. Library Guidelines for Equipment Replacement and Upgrades

http://intranet.library.arizona.edu/teams/dlist/equipmentquidelines.html

UA Library New Personnel Computer Account Request Form

http://intranet.library.arizona.edu/teams/dlist/library only/newaccount.html

These guidelines have not changed in the last 3-4 years. DLIST has been upgrading staff and student
worker computers every year. What we have perceived is what we describe as ‘computer envy’. This is
when one staff member gets an upgrade and another staff member wants an upgrade too. Because of our
limited budgets, the Library cannot upgrade computers based upon this perception.

Our practice has been to upgrade computers as we have time, unless a person’s computer no longer meets
their needs (either they have started using different software that requires a higher powered computer or
their current computer is too old to function for them [extremely slow so as to limit the staff member’s
ability to do their job]). The result is that those people who can no longer perform their duties properly
due to miss-matched computers get their computers upgraded first. We have an ongoing list of who has
what type of computer and when they are due for a refresh.

In the last two years, we have been able to purchase more computers than in previous years because of the
reduced cost of computers and good budget management on the part of DLIST. In order to more quickly
move the computers onto staff desks we are going to be implementing a special project.

1. The project will consist of DLIST selecting about 10 people at a time who will be getting an
upgraded computers (usually they will be in the same team) — this doesn’t always mean a brand
new computer but a computer that fits the work being done on it. This list will be posted on our
web site.

2. We will prepare all of the “new” computers at one time here in DLIST, including loading extra
software that the staff member has been using (not part of the usual staff software everyone gets).

3. We will contact the 10 staff members a week in advance of the move to tell them:

a. When the move will take place
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b. What software will be loaded in addition to the regular staff software
c. What their new temporary password will be

d. Ask them to move all their files into My Documents

e. Ask if they use any peripherals (PDAs, hand scanners, etc.)

4. On the selected day (in the evening or weekend so as not to impact staff work) DLIST will switch
out all 10 computers at one time. We will leave paperwork on the computer to show all the
software that was added, and any notes about what we might still have to do.

5. We might need to come in the morning and move a few other items, or set up peripherals (such as
PDA’s). Please be patient as we won’t be able to handle all the issue for everyone first thing in
the morning.

6. The used/old computer will be brought back to DLIST and kept for 2 weeks. After the two weeks,
the hard drive will be wiped and the computer might be given to another staff /student member or
surplused. Therefore, staff will have ONLY 2 weeks to ensure they have everything off of their

old computer.

This is a new process for DLIST, so at first there may be some issues. By using this process, we hope to
be able to refresh all the computers we currently have for staff in the next two months. We will then go
back to our regular schedule and refresh the next set of people with the trickle down computers as we get
to them. This set of people is much smaller.

If you have any questions about this process please contact Adele Edwards 307-2831.



