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What is an Asset Champion?
• At the highest level, an Asset Champion is a member of a department or division who will work 

with IT and the other members of their teams to maintain an accurate asset inventory for their 
team.

• Colonial Williamsburg maintains an inventory of over $3,000,000 of desktops, laptops, monitors, 
printers and other equipment used by employees for day-to-day operations.
• Note that this dollar amount does not include servers, switches and other back-end equipment.

• With over 4000 installed assets it is not possible for 1 person to keep track of everything.  So, we 
rely on all our employees to help maintain and accurate inventory.

• Champions have additional access in ATS (Asset Tracking System) http://assets.cwf.org. They will
be able to see all assets assigned to their departments.  They will also receive additional 
communications to let them know when assets are transferred or due to be replaced.

• Asset Champions are not responsible for it on their own. Champions will be a resource for the 
other members of their teams to help them with transferring assets, completing the annual asset 
inventory and replacing assets when they are due.

http://assets.cwf.org/


What are my responsibilities?
• Knowledge is the most basic responsibility of the Asset Champion. All employees are responsible 

for keeping track of their assigned assets. The goal of the Asset Champion position is to be a 
resource for their team members.

• With the additional capabilities in the ATS system some departments may ask their Champions to
be more actively involved in managing the assets

• The main processes to be knowledgeable about are:
• Replacement Process
• Asset Inventory 



What is ATS?

• ATS, or the Asset Tracking System is 
the system developed by IT to track 
CW’s IT assets. 

• The tasks performed in ATS include:
• Replacements
• Transfers
• Electronic signatures
• Annual Inventory

• ATS Training

https://confluence.cwf.org/pages/viewpage.action?pageId=37029490


ATS Key Design Concepts
• Each asset is owned by an employee and 

assigned to a department
• The employee claims the asset to 

accept ownership
• The asset is assigned to the employee's 

department when claimed
• Each asset has an ASSET USE that may be set 

by the owner. If an asset is:
• "My asset"- select NORMAL USE
• "not mine, but shared"-

select DEPARTMENTAL USE
• "for my volunteer or contractor"-

select NON-EMPLOYEE USE
• "not found" or "not mine"- select NO 

LONGER IN MY POSSESSION

• Asset Champions and Managers can use the My 
Department function to view and edit claimed and 
unclaimed assets. 



Replacement Process
• Replacement Process 
• Desktops and laptops are replaced on a

4 year cycle.  
• Monitors are only replaced when they

are smaller than 22 inches
• Printers are not on a replacement cycle
• A current list of the standard equipment

is maintained on Bits & Wisdom
• Current Standard Equipment
• Custom hardware can be ordered

https://confluence.cwf.org/display/BandW/ATS+-+Replacement+Process
https://confluence.cwf.org/display/BandW/Current+Standard+Computer+Equipment






Annual Asset inventory
All Colonial Williamsburg employees are required to review and update their asset inventory annually. The Asset 
Tracking System (ATS) assists employees in the inventory and management of their technology assets. The IT staff uses 
ATS to locate, replace and dispose of assets. ATS also facilitates stewardship of the significant investment the 
Foundation has made in technology equipment.

The inventory of assets must be completed by March 1, 2017. During the asset inventory process, employees must 
review each asset in the ATS “My Hardware Assets” list for accuracy. All assets assigned to employees are their sole 
responsibility and must be returned upon transfer of position or termination of employment. It is expected that 
employees ensure their assets are accurately reflected in ATS. When all modifications have been completed and your 
inventory is correct, click the “Complete My Inventory” button to complete the inventory process.
Click here to begin your asset inventory review and click here to read the ATS Inventory Employee Tips document. If 
prompted for a login to view the document, please use your CWF User ID and password.

The ATS Inventory Employee Tips document contains tips on adding, editing, and transferring assets within the ATS. 
Please call the IT helpdesk at x7300 if you have questions, issues, or concerns with the inventory process.

http://assets/Employee.mvc/Assets/Claimed
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fconfluence.cwf.org%2Fdisplay%2FBandW%2FAnnual%2BAsset%2BInventory%2BEmployee%2BTips&data=05%7C01%7Cjbland%40CWF.org%7Ca20196500c4f4b93cebe08db1115a9f5%7Ce5987f962bd0460084448a217767e8ba%7C0%7C0%7C638122556966567000%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Jr3I3kQ7UW9oajv5zFrLOkRQABlFIN4Pzct3%2B36iE%2FM%3D&reserved=0


Asset Inventory

• Each year we will perform an asset
inventory where we ask every user to verify 
the assets that are assigned to them in 
ATS.  

• They can add assets that aren’t assigned to 
them and transfer ones they don’t have 
anymore.  

• This should be a process that is followed all
year but once a year we will require our
users to verify their assets.



Editing assets

• All users can edit some aspects of the 
asset details for their own assets.

• Asset Champions and Managers can
edit the same details for any asset 
assigned to their department


