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Overview for Hardware Asset Management

Mythical Industries (Mythical) requires Vendors to follow published requirements for asset tagging, asset report, box labeling, packing slips and pallets when shipping computer hardware to Mythical.

The Vendor must apply a Mythical Industries bar-coded asset tag to each unit, prepare an electronic Vendor Asset Tag Report, apply a standard box label (“Vendor Information Tag” or VIT) to each computer hardware box, attach a packing slip and pack pallets as specified to every shipment.

Scope of Assets Requiring Asset Tags

A Mythical Industries bar-coded asset tags must be placed on all computer hardware, including: 

· Desktop, laptop and tablet computers

· Server and datacenter equipment

· Network and communication infrastructure equipment

· CRT and LCD monitors

· Network printers

Specific Exclusions to Equipment Requiring Asset Tags

Asset tags are not required for personal, non-networked printers.

Purpose of this Document
This document provides asset tag and box labeling requirements for Mythical Industries Vendors who supply desktop computers, laptops, tablet PCs, CRT and flat-panel displays, imaging devices and may include other computer hardware as requested.  To ensure proper tracking of computer hardware shipped to Mythical Industries, Vendors must follow all the guidelines and meet all the requirements described in this document.

General Procedures for Desktop Hardware

The computer hardware Vendor must follow these guidelines when preparing computer hardware for shipment to Mythical:

Asset Tags

Apply Mythical Industries bar-coded asset tags to all new computer hardware prior to shipment.  

Asset Tag Report

Prepare an electronic Vendor Asset Tag Report, which includes detailed information for each unit in the shipment and assigned pallet numbers. For data accuracy, a bar-code reader must be used to collect data from the computer hardware. The report must be emailed to Mythical Industries before the shipment arrives at any Mythical Industries shipping and receiving location.  

Vendor Information Tag (VIT) 

Apply a standard Vendor Information Tag (VIT) to all computer hardware packages shipped to Mythical Industries.  Because Mythical Industries will scan all boxes when they are received, the box labels must conform to Mythical Industries requirements so that the scanning device can read the label. 

Packing Slips 

Attach a packing slip to every shipment.  Packing slips must include a Vendor Asset Tag Report showing the Mythical Industries Purchase Order (PO) number with a list of the asset tag numbers and serial numbers for every unit included in the shipment.  

Pallet Specifications

All items shipped on pallets must be securely wrapped for loading, unloading and relocating pallets in a safe manner. Pack items on a pallet in sequential asset tag order and include pallet number in asset tag report.  

Asset Tags
The Vendor must apply Mythical Industries bar-coded asset tags to all new computer hardware prior to shipment. This section explains the Mythical Industries asset tag requirements and illustrates the correct placement of the asset tag for different types of assets.

Asset Tag Requirements
The computer hardware Vendor must use the following procedures when placing Mythical Industries combination RFID/bar-coded asset tags on computer hardware.

1. Use isopropyl alcohol to clean the area where the asset tag is to be placed on the hardware.

2. Limit finger contact with the adhesive on the back of the tag.

3. Place the asset tag straight on the hardware. The location depends on the type of hardware, as follows:

a. For desktop computers, monitors, and network printers, place the asset tag so that it is readily visible from the front. If asset tag is placed side ways be sure the text is facing the front.

b. For laptops and tablet PCs, place the asset tag on the cover on the top, right, back corner. If asset tag is placed side ways be sure the text is facing the front.

c. For flat panel monitors, place the asset tag on the frame.

d. Do not place the asset tag on removable parts of the computer hardware or cover the manufacturer information. 

Asset Tag Placement

The diagram below illustrates the correct placement of the Mythical Industries asset tag on different types of computer hardware assets:

Desktop and Monitor Configuration
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Desktop Computer and Monitor


Tower Configuration
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Asset Tag Location for Desktop or 

Server Tower Configuration


Printer Configuration
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Asset Tag Location for Network Printer


Asset Tag Report
The Vendor must prepare an electronic Vendor Asset Tag Report for each computer hardware shipment. The report must be emailed to Mythical Industries before the shipment arrives at the designated Mythical Industries warehouse.

The information on the report will be imported directly into the Mythical Industries IT Asset repository and is used to verify the shipment.  For data accuracy, a bar-code reader must be used to collect data from the computer hardware when preparing the Vendor Asset Tag Report.  This section explains the Mythical Industries Vendor Asset Tag Report requirements and specifies the email addresses for report recipients.

Report Requirements
The computer hardware Vendor must use the following guidelines when preparing the Vendor Asset Tag Report:

1. Use the Microsoft Excel template provided by Mythical Industries

2. Use a bar-code reader to scan the asset tag number, serial number, and CPU MS OS key code number into the Excel template. 

Bar-code scanning (as opposed to manual data entry) will ensure the accuracy of information and will help avoid data discrepancies, which cause additional work for both the Vendor and Mythical Industries.

3. The Vendor Asset Tag Report must contain the following information:

a. Manufacturer name and model number (not part number)

b. Serial number

c. Mythical Industries asset tag number

d. Equipment type (CPU (desktop, laptop, tablet), server, monitor, printer)

e. OS CD license key code number (for all CPUs (desktops, laptops, tablets)

f. Monitor Size (17, 19, 21, 15 FP, 17 FP, 19 FP, 21 FP)

g. Vendor name and ship date

h. Mythical Industries Purchase Order number and Purchase Order date

i. Ship-to information, including city, street address, and name, Attention: IT Asset Management

j. Pallet number to identify pallet on which items were shipped.

k. System disk image name or identifier

Note: Do not include the inches symbol (”) when entering the monitor size. Use FP to indicate flat panel, not to be confused with CRT flat screen. 

Report Recipients
The Vendor Asset Tag Report must be emailed to Mythical Industries before the shipment arrives at the designated Mythical Industries warehouse:


Mythical Industries notification email address:

AutomatedShipmentNotification@MythicalIndustries.com
Vendor Information Tag (VIT)

The Vendor must apply a standard box label, known as the “Vendor Information Tag” or VIT, to each individual computer hardware box shipped to Mythical Industries.

Because Mythical Industries will scan all boxes when they are received, the box labels must conform to Mythical Industries’ requirements so that the scanning device can read the label.

This section explains the Mythical Industries Vendor Information Tag requirements and illustrates the correct layout of the VIT.

VIT Design Requirements

The computer hardware Vendor must use the following guidelines when preparing the Vendor Information Tag.

Note:  If any changes are needed to the design of the VIT, these changes must be approved by Mythical Industries IT Asset Management Program Team and the Vendor.

1. The VIT must contain the following information:

a. Asset tag number (text and bar-code format)

b. Serial number of the device (text and bar-code format)

c. Mythical Industries PO number (text and bar-code format)

d. Mythical Industries PO date (text)

e. Vendor’s customer key (optional )

2. The VIT must meet the following specifications:

a. The VIT must measure approximately 3 inches by 5 inches

b. The font type must be Arial or Helvetica

c. The font size must be equal to or larger than Arial 14 pt.

d. The spacing between each number must be 1/2 inch.

e. The VIT should not be white, preference is yellow/orange.

3.
The VIT must be placed upright on each asset in the upper left hand side of the box.

4.
The outside of box must include the asset make/model.  

VIT Diagram

The correct setup for the Vendor Information Tag is illustrated below:
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Packing Slips

A packing slip must be attached to every shipment. Packing slips must include a Vendor Asset Tag Report showing the following information:

1. Mythical Industries PO number (text and bar-code format)

2. The serial number for each unit in the shipment (text format)

3. The asset tag number for each unit in the shipment (text and bar-code format)

A standard Mythical Industries packing slip is illustrated as follows: 
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Pallet Requirements 

1. All items shipped on pallets must be securely wrapped for loading, unloading and relocating pallets in a safe manner. 

2. All pallets must be shrink wrapped or strapped.

3. Boxes NOT stacked more than 6 feet high on a pallet.

4. Items 100 lbs or greater must NOT be stacked on top of another box.

5. Pallet numbers must be added to the Vendor Asset Tag report, column O.
· For example: 1 of 5; 4 of 5.

6. Pack items on pallets in asset tag sequential order. For example: 
· Pallet 1 of 2 = PC000012345 thru PC000012355 

· Pallet 2 of 2 = PC000012356 thru PC000012366.
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