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Digital Asset Update, Tracking, & Management 

 
Introduction: 

 

 The Office for Sustainability is committed to building a diverse and flourishing 
learning community around stability, to create a culture of sustainability and improve 

quality of life for all. Information Technology, while only indirectly related, is a key 
service that all members of our community rely on to communicate and collaborate.  

As a member of our IT community, I work to keep our computing infrastructure, 

(I.e. desktop/laptop computer fleet) current, responsive, reliable, and available to all those 
working within our walls. Beyond our physical fleet of devices we also house a large 

network of intellectual assets in the form of data, both current and archived. It is the 
responsibility of Data Administrators to ensure the security and integrity of this data to 
further assist our community, by securing that vital information, so that it is available to 

those that need it and only those select few, as well as ensuring that the data is properly 
protected from unwanted alteration.  

While Western Michigan University does have its own Office of Information 
Technology we understand that funding is stretched thin across the services provided to 
the entire campus. Keeping this in mind we deploy our own IT practices in our office for 

the small fleet of computers we maintain. We rely on OIT only for advice, and when high 
level issues arise in our system. 

 
Methods and Results: 

 

To set ourselves up for success the IT team relies on a number of tools to keep 
things organized and accurate. As the organization evolved, so too have the tools we use. 

To keep the resources within our department organized we have created a Standard 
Operating Procedure document the help current and future members of our IT department 
understand the concepts relevant to our specific technology needs.  

This document is composed of major concepts, including; contacts within OIT for 
higher level issues, rules and guidelines for hardware and software purchasing, 

introduction and general info relating to our Computer Inventory Spreadsheet, as well as 
FAQ and troubleshooting info.  

Among the most important components of the Standard Operating Procedure is 

the Computer Inventory Spreadsheet, which contains an inclusive list of all our devices as 
well as operational specs to aid in keeping our systems updated and current. 

As we have reviewed the document it has become clear that there are some 
important additions to the document that are under development as well. We would like 
to create a schedule to keep our systems continually under maintenance and review.  
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Commentary, Reflection, and Next Steps: 
 

 Throughout the process we have come across a number of hurdles. Most recently 
we have begun a debate about the most effective and efficient file management platform. 

Collaboration between the many different projects going on in our office is one of the key 
drivers of a useful file management system.  
 We have the choice between several systems being: our Shared Drive provided 

through our OIT department and backed up daily, Google Drive, and Microsoft 360’s 
cloud storage. While our Shared Drive offers the most redundancy in the case of a lost 

file it lacks accessibility to staff members using devices other than those set up in our 
office, and comes with a fee to use. On the other hand, Google Drive and Microsoft’s 
cloud storage solutions are available free of charge, and accessible from any device, but 

lack the redundancy provided by our OIT drive.  
 While this issue is not crucial to today’s operations we will eventually require 

upgrades to our storage capacity which will force the issue to be resolved.  
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