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Division: Infornation
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Managenent
TO Local District Commi ssioners
SUBJECT: Annual Inventories
ATTACHVENTS: Attachnment | - Locally Devel oped Applications

I nventory Form (Avail abl e On-Line)

Attachment |11 - Locally Devel oped Applications Inventory
Instructions (Avail able On-Line)

In the past, | TM OSA Bureau of Systens Review (BSR) has infornmally
inventoried both the hardware, software, and microconputer applications
devel oped by the local districts and the mcroconputers, printers, and
software owned by the local districts. These inventories provide a val uable
resource to the State and | ocal social services districts. They should be
used in the planning of your operational and data processing acquisitions
and devel oprment activities, enhancenents, and equi pnent placenents. The
Depart nment will utilize t hese inventories to assess requests for
rei mbursenment for future acquisitions and services.

Begi nning in 1991, |local social services districts are required to annually
update two inventories - Hardware/ Software |Inventory and Locally Devel oped
Applications Inventory.

Har dwar e/ Sof tware | nventory

By Septenber of each year, each local district will receive a list of its
conput ers, printers, peri pherals and software packages presently on our
i nventory tracking system This list reflects those itens for which

approval to claimexpenses was given by BSR s Local District Proposal Review
Unit. Acquisitions are grouped by approved project identification nunber,
manuf acturers and nodels, or package nane/version. Pl ease review the
entries to verify the accuracy of our records. Corrections should be nmde
to individual entries and additions should be nade at the end of each I|ist.
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Al'l  updates nust be received by this office by Cctober 31 each year. | f
there are no changes to the inventory, please informus in witing by the
deadl i ne.

Local | y Devel oped Applications |Inventory

Because of the need to naxim ze existing resources, reduce costs, avoid

duplication and mmintain an accurate record of | ocal l'y devel oped
nm croconputer applications, the |ITM OSA Bureau of Systens Review has
conpiled an inventory of this information. It has been sorted by county and
applicable programarea and is available to all local districts.

The current fiscal situation nmakes this inventory a valuable resource to the
State and | ocal social services districts. It should be wused in your
pl anni ng process to prevent duplication and to avoid unnecessary devel oprent
and programmng costs. Please note that no funds will be provided for those
efforts which are duplicative of existing prograns unless there is
concl usi ve docunentation detailing the differences and/or inconpatibilities
(e.g., lack of ownership and/or expertise in the software, etc.).

Addi ti ons, changes and/or del etions should be submitted utilizing copies of
the attached DSS-4293EL Local |y Devel oped Applications Inventory form and

i nstructions. An on-line version is also available in the Electronic
Library (ELIB), E-FORMfile drawer, [ITMfile. Detailed instructions for
conpleting the on-line formare stored in the sane file. By Septenber of
this year you wll receive a letter renmnding you of this inventory

requirenent along with the list of applications previously reported by your
county.

Al'l updates must be received by Cctober 31 each year. If you do not have
any locally devel oped applications or there are no changes to the inventory,
pl ease informus in witing by the deadline.

The size of the database prohibits a routine muiling to every |oca
district, therefore the entire inventory will be nmade avail abl e by request
only. If you are interested in finding out if a particular application
whi ch m ght address your needs has al ready been devel oped by another county,
we will be able to research that information for you. If you require the
conpilation of all applications, it can be provided on an individual basis.
Forward all requests to BSR's Local District Proposal Review Unit.

Letters of Intent for hardware, software, applications devel oprent, etc
from local districts that have not responded to both inventories by the
deadline will be delayed and Letters of Notification will not be assigned a

project identification nunber until the requested information is received.

John J. D Pal erno
Deputy Conm ssi oner
I nformati on Technol ogy Managenent
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DSS- 4293EL LOCALLY DEVELOPED APPL| CATI ONS | NVENTORY FORM
(7/91) FOR
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I COUNTY :
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USE A SEPARATE FORM FOR EACH APPLI CATI O\

Descri ption:

Sof t war e Package: I Ver si on:

PC Manuf act urer: I Model
_____________________________________________ o e e e e e e e e e e e e e e e e e m =
Printer Manufacturer: I Model

Speci al Requirenents:

County Contact: I Tel ephone:
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LOCALLY DEVELOPED APPLI CATI ONS | NVENTORY
DSS- 4293EL

| NSTRUCTI ONS

Description

The Locally Devel oped Applications Inventory (DSS-4293EL) formis to
be used when providing information for the annual Locally Devel oped
Applications Inventory which is required for submttal by Cctober 31
each year. If you have any county-devel oped conputer prograns which
are run on a mcroconmputer (regardless of how unique or county-
specific the application mght seem, please conplete an |Inventory
formfor each application.

Using the El ectronic Form

Multiple copies of the Locally Devel oped Applications Inventory (DSS-

4293EL) form have been placed on-line in the Electronic Library, E-
FORM drawer, ITMfile: a-one page docunent, a ten-page docunent, and
a 20-page docunent. You should sel ect the size docunment you will need
when begi nni ng the process. The different docunents can be conbi ned,
if necessary (for exanple, if you require 28 pages, conbine a 20-page
and a ten-page docunent and then delete the |ast two pages). The
recommended maxi mum si ze docunent is 50 pages. If you require nore
than 50 pages, prepare and submt them as separate docunents (for

exanpl e, a 65 page docunment should be subnitted as a 50 page docunent
and a 15 page docunent).

The Inventory formuses Dianond Code p to automatically page the
docunent ; it uses Dianond Code c to put the total nunber of pages on
each form The Dianond Code C is defined on the print format screen
When preparing multiple docurments (i.e., your total pages exceed 50
pages), reset the page nunbering on subsequent docunents (using
Di anond Code r). Al so, make sure the constant you set on the print
format screen indicates the total nunber of pages of all docunents
bei ng submitted

Process

The overall process is defined in 91 LCM XXX which is in the
El ectronic Library, LDPCO2 file drawer, 91 LCM 101+ file. It nmay be
accessed through the Direct Conmand ELIB - LDPC02/91 LCM 101+.

To conplete the Inventory formon-1line

A Deternmine which file on your local drive will be used to conplete
the Inventory form Type MARK next to the file nane.

B. Access the Locally Devel oped Applications Inventory (DSS-4293EL)
forns which are stored in the Electronic Library, E-FORM file
dr awner, ITM file wusing the Direct Cormand ELIB - E-FORM | Th.
Copy the forns into your file on the C Drive. These copies will
be your "Master" copies of the forns.
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Prior to conpleting the Inventory forns, make another copy of the
appropriate | ength docunment, thus saving your "Master" copy.

Modi fy the document descriptor (using the MODD conmand) of the
form bei ng conpl eted. The docunent subject should be County Nane

or County Abbreviation, last two digits of year, and App
Invent. [Exanple: St. Law - '91 (App. Invent.)]. The documnent
aut hor should be the wuserid of the person responsible for
conpleting the forn. The date created should be the date the

docunent is being subnmitted.

Conpl ete the forns. The infornmation required in each field is
defi ned bel ow.

Conbine the forns for mailing electronically. If the 50 page
maxi mum for a docunment is reached, create additional documents as
necessary and nunber each docunent descriptor accordingly.

Responses should be forwarded to the Local District Proposa
Revi ew Section (LDPRS), QAS User |D LDPRSO

DSS- 4293EL | nformati on Required

The DSS-4293EL formrequires the follow ng information:

Dat e The date your survey was done.
County Spel | out conpletely.
Application Nane The nane that identifies the application

for you.

Programmati c Applications Check all that apply.

Descri ption Briefly describe the application, what it

does, frequency, etc.

Sof t war e Package Sof twar e package name and version (e.g.

Ver si on dBASE |11+ 1.1)

PC Manuf act ur er Speci fy PC brand and nodel numnber.

Mode

Printer Manufacturer Specify printer brand and nodel nunber.

Mode

Speci al Requirenents Include any special requirenents and/or
equi prent such as nenory upgrade, | aser

printer, wide carriage, hard drive, etc.

County Cont act Nane and tel ephone nunber (include area
Tel ephone code) of person to contact for nore

i nfornmation regarding this application



