Application Streamlining Initiative – inventory data spreadsheet guidelines
The Inventory Database spreadsheet is a standard template used for the Application Streamlining Initiative (ASI). It enables units to record the inventory and application specific data, maintain the ASI status, and to do the data analysis for the final report and recommendations. By using the same template across the university, it will be possible to effectively collate data across units for a university-wide analysis.

This document provides general guidelines for completing the Inventory Data Spreadsheet.  Please refer to the Unit Process Overview (https://confluence.cornell.edu/x/Vgg5CQ) for context and background information on ASI.

Overview
The Inventory Data Spreadsheet is provided by the ASI Core Team. The initial spreadsheet has three worksheets.  The final number of worksheets will depend on the number of applications that are scored for the unit. The three initial worksheets are:

1. Unit Inventory

2. Individual Application Template
3. Master
Each worksheet is described in detail below.
worksheet 1. unit inventory
The Unit Inventory worksheet is the list of applications identified by the unit for the Application Streamlining Initiative.  Please use to the following guidelines for completing this worksheet:

1. Columns A through I: Use these for creation of the unit’s Application Inventory per Step 3A of the Unit Process Overview https://confluence.cornell.edu/x/Vgg5CQ.
a. Column A (App ID) is a unique sequential number. This unique number is used for creation of an application specific worksheet. 
b. Column B (Unit Name) is the academic or administrative unit such as CALS, Facilities, SAS, Johnson, etc.

c. Column C (Department Name) are the Departments that are specific to the unit in column B

d. Column D (App Name) is the application name that will be associated with the unique App ID

e. Column E (Current Status) can be used to track the status of the application in related to the API program. Dropdown options are provided for status. It is possible that some applications are not scored but are listed for inventory purpose only. Refer FAQs (https://confluence.cornell.edu/x/dRZ-CQ) for guidelines on applications that need to be scored.
f. Columns F through I are the names of business and technical contacts and owners for the application. 
2. Columns J through L are auto-completed once the business value and cost data is filled in the individual application worksheets.  It is not required to manually enter these columns.
3. Columns M and N are updated if the application is not scored and to add any comments or additional notes. The common reasons for not scoring an application are provided in the dropdown list. The unit makes the decision on whether to score the application.  For example, the unit’s sponsor may identify a threshold level of application cost (the sum of software, hardware, FTE and operations and maintenance costs) to determine which applications are scored. This threshold cost will be specific to the particular unit and comments can be used to indicate the threshold level and the particular application’s total cost. 
worksheet 2. individual application template
The Individual Application Template worksheet is used for auto-creating application specific worksheets for each of the applications in the Unit Inventory that need to be scored. The auto-created individual application worksheets are used for recording the Business Value and Cost data for that specific application.

The application specific worksheet can be accessed by going to the particular application’s row in the Unit Inventory worksheet and clicking on the smiley icon at the top of the worksheet.  It is not required to manually create the application worksheets. An excel macro creates the selected application’s worksheet using the standard template and naming convention.  The excel macro is activated when you click on the smiley icon.
The worksheet consists of sections listed below. Please use the notes provided for each field as guidelines to complete the data.
1. Description- required for Phase 1 (current phase)

2. Business Value Analysis- required for Phase 1 (current phase)
3. Cost Analysis- required for Phase 1 (current phase)
4. Application Details- complete data currently available, required for Phase 2
5. Technical Fit- required for Phase 3
The fields that are highlighted in yellow are the ones that are required for business value and cost scores. 

Please refer FAQs (https://confluence.cornell.edu/x/dRZ-CQ) for guidelines on cost calculations and for capturing other data elements. 
The Individual Application Template worksheet is password protected.
worksheet 3. master
The Master worksheet is created to manage valid values in dropdowns and auto- calculations throughout the Inventory database spreadsheet. It is used by the ASI Core Team to manage the data in the spreadsheets, ensuring consistency in collection of data across the units. It is password protected.
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