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SUPPLIES, STORAGE AND STOCKING

Supplies and Storage
All expendable supplies are stored in locked 
cabinets (keyed or combination locks).  New 
Media tech supplies in cabinet adjacent to 
plotter,  VAB, room 207. Sculpture tech 
supplies in cabinet adjacent to large format 
printer in computer room in sculpture 
studio.  Access to supplies is limited to area 
faculty members, DFST Coordinator, 
Technology Assistants, SoVA Unit Agent and 
SoVA Accountant Aid.

Procedure for Ordering and Stocking Supplies
A policy of “order as opened” is followed. 
The steps are as follows:
1.Ink/toner, or paper exhausts.
2.Technology Assistant would replenish the 
device by opening new stock. 
3.That TA would email Unit Agent (Bourke 
Maddox) to notify which supply was used. 
4.Unit Agent (Bourke Maddox) would send 
a price quote and request to purchase email 
to SoVA Director (Graeme Sullivan) and 
copy to Accountant Aid (Tammy 
Hosterman).
5.Upon approval, Unit Agent (Bourke 
Maddox) orders and receives the supplies 
and re-stock in studio lab cabinets.
6.Unit Agent (Bourke Maddox) emails the 
TA to notify stock has been replenished.
For other expendable supplies (e.g. router 
drill bits, foam bases), Jamie Heilman or 
Instructors notify SoVA Director (Graeme 
Sullivan) and copy to Accountant Aid 
(Tammy Hosterman).
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 Supplies and Storage
	
 Procedure for Ordering and Stocking Supplies

Adam Shaner. Patterson Gallery, December 2010

SoVA Accountant Aid:  Located in the main 
SoVA Office, Patterson Building. the 
Accountant Aid provides assistance with 
Card Swipe Access, processes charges and 
payments for chargeback printers, orders 
supplies, and liaises on maintenance issues.

Tammy Hosterman: 863-0010, 
tmk7@psu.edu).

Technology Assistants: Technology Assistants 
are student appointments made at the 
beginning of each semester and are trained 
to provide basic area support. The aim is to 
assist each area to be self-supporting. This 
keeps the knowledge of the equipment in 
the area, and eliminates the need to “wait 
on AAIT” for general troubleshooting.

Technology Assistants: 
New Media/Spring 2011

Phillip J. P. Lightner pjl5053@psu.edu 
Joshua Zong jmz5049@psu.edu

Technology Assistants: 
Sculpture/Spring 2011

James Woodwood jdw5278@psu.edu 
Jessie Rommelt Jlr3062@psu.edu

USEFUL CONTACTS

Media & Technology 
Support Services

www.libraries.psu.edu/mtss/
MTSS provides instructional support  
to the university through it’s film and 
video collection, equipment rentals 
and technology suppor t. MTSS 
maintains two university locations: 
26 Willard and Wagner Annex

Information Technology Services
http://its.psu.edu

The main ITS website has a wealth 
of information including: faculty 
‘Getting Started’ guide; using 
ANGEL; Bloggs at Penn State; ITS 
News and Alerts; security resources 
and much more.

mailto:tmk7@psu.edu
mailto:tmk7@psu.edu
mailto:pjl5053@psu.edu
mailto:pjl5053@psu.edu
mailto:jmz5049@psu.edu
mailto:jmz5049@psu.edu
mailto:jdw5278@psu.edu
mailto:jdw5278@psu.edu
mailto:Jlr3062@psu.edu
mailto:Jlr3062@psu.edu
http://www.libraries.psu.edu/mtss/
http://www.libraries.psu.edu/mtss/
http://its.psu.edu
http://its.psu.edu


	

NETWORKS AND 
CONNECTIVITY: TEACHING 
AND RESEARCH SUPPORT

AAIT provides and services network 
connectivity for SoVA with distinct 
network support. Response to requests 
of trouble with these connections 
follows the standard methods for 
contacting members of AAIT.

Wired: As a standard, all faculty and staff 
are provided a computer with a non-
administrative account, which is 
configured with a single, unique IP 
address on the PSU network configured 
for a building/office.

Wired with Admin: Faculty and staff that 
require an administrative account must 
be configured to use a NAT'ed IP 
address, and will be segregated on a 
protected network segment for security 
purposes.

Wireless: Wireless access is provided in 
areas within the Patterson Building, 
Visual Arts Building and the Arts 
Cottage. Upon request, training can be 
given to individuals who are unfamiliar 
with connecting to the three wireless 
networks that are available (pennstate, 
PSU, and attwifi).

Mobility: Mobility networks will be 
installed in SoVA buildings early in 

Spring 2011. These are wired networks 
that behave like wireless. For 
connectivity to be granted, an individual 
must log in and authenticate user status. 
Upon request, training can be given to 
individuals unfamiliar with connecting to 
mobility networks.

Sandbox: In certain instances, one or 
more machines may require wired 
access with administrative rights, but are 
not tied to individual faculty or staff. To 
affect connection for these instances, 
and given funding and approval, a 
sandbox can be created which provides 
a protected wired environment.

Special Case: Some special cases, such as 
research, digital gallery installations, or 
use of other on-line environments for 
short-term studio or teaching projects, 
network access will be required beyond 
the standard methods. These are 
addressed in advance on a case-by-case 
basis so that appropriate arrangements 
can be planned for and carried out. For 
special projects and research scenarios 
that require network access or 
hardware availability or permissions 
outside the normal scope of 
configuration, AAIT is available for 
consultation and planning. The standard 
methods of contacting AAIT apply, but 
for direct consultation, Daniel and Scott 
are available for discussion. 

ACCESS AND SECURITY

Swipe Access Security
The New Media Labs in the Visual Arts 
Building (Rooms 207, 208) and 
Patterson (Rooms 401A, 403) currently 
use swipe access security. The system 
requires a PC to serve as the controlling 
host for each building where the system 
is installed. The computers can be 
accessed remotely and are updated by 
AAIT with security patches to ensure 
functionality. The lock system is a Vigilant 
product. In the event of a controlling PC 
failure, the locks will continue to retain 
their configuration and this allows the 
locks to operate even when the PCs are 
offline but no alterations can be made 
until a PC is accessible.

Gaining Swipe Access
To obtain access to the swipe locks, a 
student obtains a Key/Clearance Issuance 
Form from the SoVA office in Patterson. 
A PSU ID card serves as the “virtual” 
key. This form needs an Instructor’s 
signature to ensure approval. Completed 
forms are submitted to Tammy 
Hosterman, SoVA Accountant Aid, in 
Patterson Building.

USING DIGITAL EQUIPMENT

Print Chargeback System: Digital Printers
A Print Chargeback Agreement Form is 
completed and returned to SoVA Unit 
Agent: Bourke Maddox/Patterson 211: 
brm105@psu.edu  who will assist in 
setting up an account. Establishing an 
account online can take up to 24 hours. 

Should there be problems encountered 
with a print job check with the 
technology assistants in your area. A 
Print Reimbursement Form is to be 
completed within THREE days of the 
incident. This form is to be submitted to 
SoVA Unit Agent: Bourke Maddox/
Patterson 211: brm105@psu.edu 

When faculty members use the digital 
printers their area budgets or a Penn 
State-based faculty grant will be 
charged, otherwise the cost is incurred 
as a personal expense. The SoVA Faculty 
Printing Agreement Form is to be 
completed for each print run and 
submitted to the SoVA Accountant Aid 
Tammy Hosterman/Patterson Office: 
tmk7@psu.edu  

All forms are available in hard copy from 
the SoVA office in Patterson Building.
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SUPPORT SERVICES AND 
PERSONNEL

Arts and Architecture Information 
Technology (AAIT) is a college unit 
available to service the computer needs 
of faculty, Graduate Teaching Assistants 
(GTAs) and staff of SoVA, and provides 
limited services to students. http://
www.artsandarchitecture.psu.edu/aait/
about_aait

Helpdesk: AAIT maintains a helpdesk 
(865-1571) of three members. Business 
hours are 8am to 5pm, Monday through 
Friday. Additionally, the helpdesk runs in a 
limited capacity during semesters from 
5pm to 9pm Monday through Thursday. 
http://www.artsandarchitecture.psu.edu/
aait/get_help_now

Footprints: AAIT support services are 
provided through the ‘Footprints’ work 
order system. This procedure is open to 
all faculty, GTAs and staff. AAIT is notified 
via email about a problem and action is 
taken. https://footprints.arts.psu.edu/

SoVA Unit Agent: Each unit of the college 
has an Agent for IT support who can be 
contacted directly or through helpdesk 
and Footprints.  

Bourke Maddox: 777-3447 
brm105@psu.edu

Managers: Staff that can be contacted for 
issues beyond Bourke's availability.
Support Manager:
Daniel Ritter : 880-7150 dfr11@psu.edu
Core Services Manager.
Scott Lindsay: 441-2247 sil2@psu.edu

Digital Fabrication and Special Technology 
Coordinator: Jamie R. Heilman. 
Jamie coordinates and supervises 
operations, maintenance, planning and 
optimization of the digital fabrication 
facilities in SoVA and SALA. He is 
responsible for the introduction and 
training in the use of equipment for 
students and faculty. Jamie coordinates 
and supervises student teaching 
assistants and maintains the digifab 
website as a resource for users of digital 
fabrication equipment in SoVA and 
SALA. Jamie maintains a variable 
schedule when in residence at SoVA, 
which is posted in the Make Lab, room 
208, Visual Arts Building.
Jamie R. Heilman: 
150 Stuckeman Family Building
863 5529 jrh225@psu.edu 
http://www.digifab.psu.edu	  

OVERVIEW

The School of Visual Arts (SoVA) 
encourages all faculty and students to 
pursue creative and critical practices in 
visual arts using a media and 
technologies that are developed and 
adapted within diverse learning settings. 
Inquiries and teaching activities 
undertaken in digital studios and teaching 
spaces are continually expanding our 
understanding of artistic learning 
environments, while connectivity to the 
Internet is opening up as a ‘material 
space’ for interactive collaboration, 
performance and presentation. SoVA 
and Art and Architecture Instructional 
Technology (AAIT) are committed to 
providing the support necessary for 
faculty and students to explore new 
ways of using digital ‘thinking’ to help 
achieve the mission of the school.

This Handbook is an information 
resource for faculty and students who 
use digital technology in their courses. It 
is also a guide for staff in the 
development and maintenance of 
technology support services. The 
Handbook comes in two versions, a Staff 
Guide and an Instructor Guide. The 
Instructor Guide provides information 
instructors and students need to know 
in accessing and using the digital 
equipment available in the SoVA studio 
labs and teaching spaces. The Staff Guide 

includes additional information about 
University policies and College practices 
that support the use, service and 
maintenance of the digital hardware and 
software used in SoVA. The Staff Guide 
also includes inventories of equipment, 
maintenance policies, sales and service 
data, and a stock inventory to allow for 
efficient auditing, planning and support.

This Handbook is a draft compiled by an 
ad hoc committee that met during Fall 
2010 to bring some structure and 
guidance to IT support services for 
SoVA. The initial draft focuses on those 
instructional labs and studios that make 
direct and continuous use of digital 
instructional support equipment and 
cover the areas of New Media/IDS and 
Sculpture. The aim is to review the draft 
Handbook during Spring 2011 to assess 
its effectiveness. Part of this assessment 
will involve a review of the wider IT 
needs across all of the SoVA studio and 
art education programs. Consequently a 
full audit of the digital equipment used in 
the SoVA studio labs and teaching 
spaces will be undertaken and an 
instructional plan for IT needs across all 
SoVA programs developed. As well, full 
equipment audit details will be compiled 
so that an end of life (EOL) schedule can 
be developed and a maintenance 
program established.
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