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NOTE: This year’s application inventory request will have additional questions that help identify financial systems, applications with mainframe components and application that integrate with federal and/or state enterprise systems. 
The Office of Financial Management (OFM) and State Auditor’s Office (SAO) have a request to collect application information from agencies.  To be efficient with state resources, the Office of the Chief Information Officer has sharing agreements in place to share the application inventory data with OFM and SAO.


1. [bookmark: _Toc486343696][bookmark: _Toc488769177]INTRODUCTION
The Office of Chief Information Officer (OCIO) is gathering Application Inventory information to support multiple legislative requirements such as:
· Strategic Information Technology Plan - Biennial Performance Report
· IT Portfolio Management 
· Technology Business Management Program (TBM) - IT Cost to Business Value
Agencies are asked to fill out and submit an Application Inventory for their agencies. The Application Inventory information will be aggregated into a global file and loaded into the OCIO TBM Program reporting software where data can be analyzed and assembled to meet OCIO reporting requirements. 
2. [bookmark: _Toc488769178]SUBMITTAL DUE DATE 
Agencies are expected to complete the Application Inventory by September 30, 2017 and send confirmation email to ocioannualcertificat@ocio.wa.gov. 
3. [bookmark: _Toc488769179]SUBMITTAL CONFIRMATION PROCESS
Agencies must send email notification to ocioannualcertificat@ocio.wa.gov once their application inventory is complete.  If notification is not received by September 30, 2017, it will be assumed that the information in the agency’s inventory is complete and accurate.  All application inventory data will be locked on September 30, 2017 unless otherwise requested by the agency.
4. [bookmark: _Toc488769180] ONLINE INSTRUCTIONS - APPLICATION DATA COLLECTION TOOL 

To access an agency application data collection tool go to https://watech.sp.wa.gov/ocio/annualcertification and select your agency.

There are 3 options for adding or editing application records into the online application inventory data collection tool; 
· Add/Edit application records using the online form
· Add/Edit application records using the tool’s quick edit feature
· Export existing application records to Excel and paste data back into the data collection tool

How to access each of these options as well as basic tool navigation is illustrated in Figure 1.

Figure 1 Accessing Options to Add/Edit Application Records and Basic Tool Navigation
[image: C:\Users\cammyw\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\WOOHYD1P\List Main Options (3).png]
 

4.1. [bookmark: _Toc488769181]ADD AND EDIT IN FORM VIEW

· To add an item using the form view click on “new item”
· To edit an item click on the “edit icon” to the left of the agency number

4.2. [bookmark: _Toc488769182]FORM VIEW CONSIDERATIONS
There are a few things to be aware of when using the form to add/edit application records
· MAKE SURE YOU SAVE CHANGES.  To save chances click on the save button on the edit ribbon or the large save button at the bottom of the form.  CLICKING Cancel DOES NOT SAVE ANY CHANGES MADE.

4.3. [bookmark: _Toc488769183]ADD AND EDIT IN DATA SHEET VIEW
How to use the quick edit data sheet to add/edit application records is illustrated in Figure 3.

Figure 3 Adding/Editing Application Records using the Quick Edit Feature
[image: ]

An excerpt from the spreadsheet export when exporting records to Excel is provided in figure 4.  
Figure 4 Export Spreadsheet excerpt
[image: C:\Users\cammyw\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\WOOHYD1P\Excel Export.png]

4.4. [bookmark: _Toc488769184]DATA SHEET VIEW CONSIDERATIONS
There are a few things to be aware of when exporting records to Excel and pasting records back into the online application inventory data collection tool:
· Using the export to excel feature exports all records to an Excel spreadsheet
· Make sure you DELETE the Item Type and Path columns.  Delete the column not just the data in the column BEFORE you attempt to paste records back into the online tool
· Make sure you USE the permissible values and DO NOT add additional columns or change the existing column names
· Paste records back into the tool using the quick edit or edit list feature
· Refer to the using the quick edit feature instructions above to paste records back into the tool
· REMEMBER pasting into the first row OVERWRITES existing data whereas pasting into the last row appends new records to the existing data


[bookmark: _Toc488769185]Appendix A – Access Authorization Form

Person Submitting Form
	FirstName LastName
	Agency Name

	

	




Authorized Users
	FirstName LastName
	Email Address
	Phone Number
	SAW AccountID
(For Non-SGN Agencies  only – Reminder: Do not provide password)
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