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UWP CAMPUS TECHNOLOGY SERVICES 


LAB IMAGING INSTRUCTIONS



To: Deans, Department Chairs and Instructors currently teaching in Molinaro D150, or Wyllie 115, 117, 124 or 318.

We are starting the process of choosing and installing the software packages that will be used in the open access labs for the upcoming fall semester. We need your assistance and cooperation to ensure that the appropriate software will be available and functioning properly for your students when the semester starts. 
The procedure for creating and installing lab “images” (the collection of software installed on the computers) is time-consuming and complex.  Adding or changing software in the middle of a semester is extremely difficult because the labs are booked with classes and the CTS staff is committed to other projects.  There is also the risk that making a change in the software image will have a negative impact on the other software already installed or the functionality of the computer.  

That’s why we are instituting the new procedure outlined below.  It should provide adequate time to agree on what is installed, test it and have it in place before the start of each semester.  We hope that in future semesters we can move this timeline forward so that computers with the proposed software will be available to test before the end of the prior semester.  

Because these are open access computers, it’s important that we all work together to ensure that these computers have the software and functionality to meet everyone’s needs.  Since this effort involves so many parties with varied needs, we also need to establish and adhere to some firm guidelines and deadlines.  If you do not follow the procedure and meet the timeline detailed below, the software you need for your classes may not be available to you or perform properly.  Once the images have been deployed for the semester, we will not be able to make any changes.  

The first thing you need to do is complete the form available on the CTS forms page. http://www.uwp.edu/departments/campus.technology/forms/  Choose the “Lab Software Review/Request” form. This information will help us determine which software everyone needs.  If you do not complete this form and turn it in, you will not be able to use any software other than what others determine needs to be on these open access computers.   Please note: Office 2007 will be installed in all open access labs for Fall 2008.  
Computer Imaging Timeline:

May 12 
Deadline for completing the Lab Software Review/Request form.
May 16 
A revised list of lab images will be emailed to those who replied. 

May 18 -

June 2

Clarification of requests and funding sources.
June 3 

Final image list sent out for review and approval.
June 9
Deadline for signing-off on the image software. No software other than that on the agreed list will be considered after this point, only upgrades.

July 11

Deadline for delivery of new or upgraded software to CTS.
Aug 4-15
Images will be available for instructors to verify that the software will function in the manner needed for their classes 

Aug 15
Instructors will be required to sign-off that the images are correct.  No changes will be considered after this time.
Aug 18-29
Final corrections made, images copied to the computers.
If these deadlines present a challenge, please contact Chris Robaidek and we will do our best to accommodate you.  Thank you for your cooperation and adherence to this schedule and procedure. 
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