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Executive Summary 
The Electronic Scanning Devices Service Level Standard defines and outlines the relationship between 

North Central Information Technology and employees or departments on campus that wish to purchase 

and use electronic scanning devices.  

This Service Level Standard should assist in more expedient customer service, better communication and 

better guidance on the level of support from the above areas. 

General Overview 

There are times when an employee requests or requires an electronic scanning device for assistance 

with job responsibilities or duties. Although the Mail Center provides all employees use of an industrial 

scanner, it is probable that it may be in the best interest of the employee, department, or job 

requirements to have an electronic scanning device in close proximity due to office location, efficiency, 

or frequency of use. In an effort to accommodate these requests, yet maintain fiscal responsibility, 

guidelines, support standards and agreements have been established.   

Throughout this Service Level Standard, the term “Electronic Scanning Device” refers to any electronic 

device that is capable of scanning physical documents to an electronic format. This includes, but is not 

limited to: flat bed scanners, handheld bar scanners, multifunction printer/scanner combinations, etc.  

This document outlines the most current standards. 

Roles and Responsibilities 

Information Technology 

Information Technology provides oversight to technology and technology purchasing at North Central.  

They maintain the standards to which technological equipment is purchased for the university. There 

are special circumstances when a department or office is in need of electronic scanning device. In these 

instances, the department or office can bring the request to Information Technology to purchase an 

electronic scanning device. Information Technology will make the determination as to whether or not 

the electronic scanning device would be the appropriate decision for the situation. If approved, 

Information Technology shall decide and procure the electronic scanning device that is aligned with 

current standards.  However, Information Technology does not necessarily guarantee the approval of 

obtaining the electronic scanning device for reasons such as direct supervisor’s denunciation of the 

request.  

External Scanning Device End User 

The end user shall be responsible for purchasing the electronic scanning device from their department 

or office budget. The electronic scanning device will be assigned to that department or office by 

Information Technology and will remain with that department’s or office’s responsibility until a notice is 

given to Information Technology that the electronic scanning device is to be turned over to another 



department or office. If the device is found to be used in a way that is inconsistent with the Service Level 

Agreement, the device will return to the possession of the Information Technology department.     

Service Level Standards 
This section defines the procedures and steps necessary to accomplish service for electronic scanning 

devices on campus. These standards only cover equipment within approved infrastructure standards. 

Information Technology determines what hardware or software is compatible with NCU network and 

systems. 

Support Issues 

Information Technology requires all systems to be compliant with this policy before support is rendered. 

Physical Repair 

 Information Technology will not attempt to repair any electronic scanning devices. If one 

becomes physically damaged or inoperable, Information Technology will assist with getting a 

replacement electronic scanning device or arranging for an outside technician to service the 

device. Any and all repair or replacement costs shall be the responsibility of the specific 

department at North Central. 

Software Specific to Electronic Scanning Devices 

 Information Technology will assist with setting up the device on the specific computer that the 

device will be used on. This includes physical setup, software install, and verification that the 

device will work on the specific computer. Any software disks will be held by Information 

Technology 

Accessories 

 Any accessories wanted or needed for an Electronic Scanning Device, shall be the responsibilities 

of the specific department.  Information Technology will procure the accessories; however, IT 

will not provide any setup or on-going support for the accessory.  Departments must provide 

funding for any accessories.  An accessory is defined as anything part or component that did not 

come in the original box or package of the electronic scanning device. 

Legacy Systems 

 Legacy systems are those that are no longer compatible with North Central’s current hardware, 

software, or Operating System standards. Information Technology will not provide any form of 

support for these systems.  

Recommendations 
 Any data that is critical to the department or university that is hard copied should be kept in a 

location, preferable locked and that reduces the risk of information theft or fraud.  

 


