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ATS User Manual

Welcomel

Thank you for purchasing ATS! It is quickly becoming one of the most popular asset tracking systems
because of its ease-of-use and dependability. This User's Manual is designed to help you get going
quickly and be ready to use ATS as soon as possible. It covers our standalone Access version along with
our network Microsoft Access™ and Microsoft SQL Server™ versions. Access installations are quick and
easy for anyone with a reasonable understanding of Windows operating systems. SQL Server is licensed
separately and is best installed by someone knowledgeable in working with SQL Server administrative
functions.

ATS Features

Four versions are now available.

Starter Edition

e Asset functions (Find, Information, History)
o Includes binned items, warranty, depreciation, attached images and documents
Check In/Out assets to employees or locations
Reports
0 Includes ability to create PDF file and e-mail any report
e Import from TAB delimited TXT file for Assets and Employees
e Exportto CSV file for Assets and Employees

Basic Edition

Adds to Starter Edition:
e Label design and printing
e Asset Reservations
e Mobile handheld scanning with Pocket PC terminals (batch and wireless available)
o Functions include identify asset, check out/in, bin count, and audit
e Audit reports
e Barcode scanning with corded scanner attached to PC

Professional Edition

Adds to Basic Edition:
o User defined fields based on Class and Type of Asset (unlimited)
e Asset Maintenance functions
e Shows overdue assets on check out screen
e Maintenance reports

School Edition

Adds to Professional Edition:
e Members (can be renamed by user)
3 user defined Member categories (e.g. Student, Faculty, Staff)
4 user defined Member information fields
Check In/Out assets to Members
Import Members from TAB delimited TXT file
Export Members to CSV file
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Quick Start Overview

Now that you have installed ATS, you are probably wondering what to do next. This brief Quick Start
card and the User’s Manual (located on the CD) provide the general information you need to begin
entering data into the system and using ATS for the first time! Take a good look through the system and
manuals before proceeding too far!

1. Asset Types and Classifications

This function allows you to create classifications and types within each classification. Classifications (i.e.
Office Equipment) and (sub-) Types (i.e. Desks, Chairs, etc.) are used to categorize assets. On the menu
bar select Support — Asset Support Administration. You can rename the Class and Types designators in
the Setup Options function if desired. See Asset Support Administration in the User Manual for more
information.

2. Conditions
Add any number of Conditions that you desire (Excellent, Good, Poor, etc.) This is a searchable field and
can be invaluable to locate equipment needing replacement, etc.

3. Funding Source and Accounts

The Funding Source is a standalone field that can be setup by you to use as needed. You can also
rename the Funding Source in the Setup Options function if desired. The Accounts screen allows you to
tie each Asset to an account number for added filtering.

4. Facilities

This function allows you to enter facilities, which are used to organize asset locations. On the menu bar
select Support— Facility Administration. See Facility Administration in the User Manual for a detailed
explanation.

5. Locations

This function allows the user to create locations where assets are stored or to which assets are checked
out. Locations can also be classified as “Storage” locations. Storage locations are typically where
materials are centrally located until checkout. On the menu bar select Support— Location Administration.
See Location Administration in the User Manual for a detailed explanation.

6. Employees

This function has you enter employees. An employee may be an individual that will be using the ATS
system or a person to which assets may be checked out. You can set ATS Access Rights for each
employee here also. On the menu bar select File— Employee Administration. See Employee
Administration in the User Manual for a detailed explanation.

7. Members

This function has you create Members other than employees. A member is an individual to which assets
may be checked out. You can set Member Categories in the Setup Options screen, then add new
members under the Members button.

8. Printer Assignment

This function allows the user to specify which windows printer will be used for report printing and which
one will be used for label printing. This function must be set on each workstation before printing. On the
menu bar select File — Printer Assignment. See Printer Assignment in the User Manual for a detailed
explanation.

9. Label Design

The system allows the user to design labels for assets, locations, and employees. These labels typically
have barcodes and can be used to audit, check in, and check out assets. Several sample label designs
are included and can be modified. You must select a DEFAULT label format in the Label Setup function
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before printing is allowed. On the menu bar select Labels — Label Designer. See Label Designer and
Label Setup in the User Manual for a detailed explanation.

10. Assets
The asset administration screen allows for the creation and maintenance of assets which are tracked by
this system. On the main button bar select the Asset button. See Asset Management in the User Manual

for a detailed explanation.

Once you have setup your initial data, you are ready to start using ATS! Check out assets to employees
or locations and create reservations. You can also check assets back “in” to storage. Be diligent on how
you use the system and it will provide years of reliable tracking of all of your assets!

Backup your database daily!
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Logging in to ATS
When the program starts, the Log In screen is displayed. The User Name [Els

and Password text boxes are blank. If this is the first entry into the Login
program, you will use the Admin User’s data.

Enter your user name and password to log in.

The User Name is: ADMIN ser Home: |
The Password is: ADMINUSER Password:
lA Log | J -{] Exit |

Once you are into the system, you may add other users. After users are
entered into the system, each user should log in with their own User Name
and Password.

Registration

Access to the Registration screen is only available when the ADMIN
=

login is used. After logging in, select Registration Form on the File

tered Owner Li
menu. Customer IDENT: ||
The registration process is used to assign licensing rights to the T i | i

user. When the program is purchased, GigaTrak will provide a four
(4) digit identifier and a 16 digit registration key. Calling up the [ clear | [ Reginer
registration form from the file menu on the main screen and entering
this information will unlock the program for licensed use.

En

Setup Options

Access to the Setup Options screen is only available when the ADMIN login is used. After logging in,
select Setup Options on the File menu.

Asset Setup (F1)

The first tab in the Setup Options
screen is used to change the
name of eight parameters in the e - e oo & s
system and establish a default
location for asset pictures,
documents, custom reports, and
the report logo.

| 2 |

[% Setup Options

Evd

Setup Options

Asset Setup (F1) Application Settings (F2) Member Setup (F3)

Rename Classification: |C\asswﬁcahun

Rename Type: |Type

Rename Facility: |Facmty

Rename Location: |Locati0n

Classification, Type, Facility,
Location, Funding Source, Model
Number, Serial Number and
Condition are parameters tied to

Rename Funding Source: |Funding Source

Rename Model Number: [Product Number

Rename Serial Number: |Sena\ Number

Rename Condition: |C0ndm0n

aSSEtS These may be Of use as Service Reminder Interval: |30
tOOIS tO Orgar”ze assets |nt0 Root Image Folder: ,Wymm[]ucumeg Report Auto E-mail Setup
groups Root Document Folder: B SMTP Hest: [

Custom Report Folder: ,— E hiomlErallitdriess:

R— ’— B SMTP User Name:
epol 0go’
e d SMTP Password:

Use SSLTLS: [T

To change these values, type in
the value desired, then select the
OK button.

o
gigairak

The Service Reminder Interval is used to calculate when asset maintenance is due (default is 30 days).

The root image folder is the default location for images that you wish to tie to an asset. If the image is in
the default location, only the file name is required in the asset screen to identify the image.
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The custom report folder is the location for custom report files. There are many standard reports built into
ATS. However, you may need a report that is not in the system. If a custom report is ordered, the report
file should be placed in a folder, and the path to the folder should be set in this option.

The report logo allows the display of a company logo on all reports. You can select any .bmp, .gif, or .jpg
file. When alogo is selected, it will appear in the box at the left side of the screen. To clear a logo after it
is selected, click the “Select” button and click Cancel on the selection screen.

Application Settings (F2)
The second tab controls various functions in the asset tracking application.

If Show Depreciation is checked, then the depreciation information will be visible on the Asset information
screen. If the checkbox is not checked, the depreciation information will not be visible.

If Allow Delete Asset & Purge LA— x
History is checked, then the Delete EEiRFlA AR

button will be displayed on the e - sme P & S -@’ oK
Asset screen, and the Purge History
button will be displayed on the
Asset History screen. If the

Asset Setup (F1) Application Settings (F2) Member Setup (F3)

¥ Show Depreciation Preferred Depreciation Type: |Standard Straight Line j

[¢ Allow Delete Asset & Purge Histo 2
checkbox |S not Checked, the Delete et e Chesk ‘%O:{f (MACRS: Modified Accelerated Cost Recovery System)
button and the Purge buttons W|” [~ Auto-populate Asset and Memoer rind tab
not be dISp|ayed [ Display Employee Barcodes before names

[v Display Account Mumbers before descriptions

[v Auto-create "Repair” maintenance type
If Relocate ASSGIS |S Checked, the ¥ Show Maintenance Due Report after Log in
Check In/Out function will Change to [¥ Show Bin Assets Below Reorder Point Report after Log in
a relocate fUﬂCtIOﬂ . ThIS Optlon v Require C.heck In befare another Check Out

. v Show Maintenance on Handheld
does not use storage locations and I Auto-E-mail Employee upon Check Ot

does not allow entry or tracking of
binned items. Assets are relocated
from one location (or person) to
another location (or person) without
being returned to a storage location.

The Auto-populate Asset and Member Find Tab has the listings filled in automatically when the asset or
member screen is opened. If not checked, you must “Extract” data first to view a listing.

The Display Employee Barcodes before names setting will display the employee barcode and then
employee name in dropdown lists when checked. If unchecked, the name will appear before the barcode.

The Display Account Numbers before descriptions will display the account number and then the account
description in dropdown lists. If unchecked, the description will appear before the account number.

The Auto-create “Repair” maintenance type will insert a repair maintenance item anytime a new
Classification and Type of equipment is created.

The Show Maintenance Due Report after Log In automatically displays the report of any upcoming
maintenance items immediately following log in.

The show Bin Assets Below Reorder Point after Log In automatically displays the report of any bin items
below the reorder point immediately following log in.

Require Check In before another Check Out will require a checked out tool to be checked back in to the
storage location before it can be checked out again. Leaving this unchecked will allow a tool to be
checked out from person to person (or location to location) without being returned to the storage location.
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The Show Maintenance on Handheld will allow users to enter maintenance information on the handheld
scanner.

Auto E-mail Employee upon Check Out will email an employee a report of what they checked out through
the system. This feature can be used if you use Microsoft Outlook and connect the systems.

Member Setup (F3)

The School Edition allows the user to manage up to three types of “Members” of your own definition. This
may include Faculty, Staff, Teachers, Students, etc.

L 22

You can Rename Member at the top of LA
the tab to whatever you would like it to be oL

referred to as throughout the system. oSt Bk P oo

Asset Setup (F1) Application Settings (F2) Member Setup (F3)

Show Members: ¥ Rename Member: |Member

Category Names can be renamed in the
first section, being an added field

Category Names

throughout the system to search by. Rename Catogony 1 [Fde
. ) ) ) Rename Category 2: |Faculty
The Additional Information Fields gives Rename Catogory 3 ol
four optional searchable fields for
mem bers_ Additional Information Fields
Rename Info Field 1: [Info Field 1
To save the changes for all tabs on the Rename Info Field 2 nfo Field 2
SCreen, Select the OK button A Rename Info Field 3: [Info Field 3

Rename Info Field 4: |Info Field 4

confirmation message will appear, listing
the items that you altered. Selecting
“Yes” will save the changes and close
the screen. Selecting “No” will reset the
changes back to the original values.

To leave the process without changing any values, select the [XI in the upper right corner of the screen.

Printer Assignment

The printer assignment process is used to set the printer the system will use for printing reports and
barcode labels. Select Printer Assignment from the File menu and the screen below will be displayed.

The Available Printers list will display all the printers that Y —
are on the Windows printer list.

=

Printer Assignment

Available Printers

To select the report printer, select the printer of choice

and then select the Assign Default Printer button. The Microsoft Office Document lmage Writer

Default Printer label will indicate the printer you selected. \PSZIHE Color Laserlet 4600 PCL 6

Any reports printed by the system will be directed to this Not Available

printer. This does not affect the windows default printer

SEIECtion- r\; Assign Default Printer l Assign Label Printer

. . . Default Printer- WPts2\HP L: Jet &
To select the label printer, select the printer of choice and e e T heser

then select the Assign Label Printer button. The Label
Printer label will indicate the printer you selected. Any labels printed by the system will be directed to this
printer. If you do not have a label printer, assign the label printer to be the same printer as designated for
the default printer.

Label Printer: WPts2\HP Laserlet &

To leave the process, select the [XI in the upper right corner of the screen.
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Employee Administration

Employees are people that will need to log in to the ATS system, or people to whom assets are or will be
assigned. To manage employees, select Employee Administration under the File menu.

B Employee Administration @

Employee Administration

[dlq}l Add] 7 Edill I% Delete] ‘
N ] v : .

Employee: I I [ Export To File l [ b Print Barcode List l

Name Barcode Active?

Doe, Mary E002 Yes

Jones, Sean EQ05 Yes

Qwen, Miles E004 Yes

Smith, John E001 Yes

User, Admin Yes

Wilson, Eric E003 Yes

6 rows found

Initially the only employee will be the Admin User. As you can see you may Add, Edit, or Delete
employee information.

After other employees are added, they will appear on the list.

To Add a new employee, select the Add button. The form will change as indicated. The items in bold text
are required for all employees.

If the employee will be using the ATS PC system, he will require a Log in Name and Password.

¢ Employee Administration Lx

Employee Administration

Employee Info Access Levels
First Name: | Asset Ad|yinistration
3 (2 (ol
Last Name: No View Edit
Middle Initial- Asset Reservation
3 (2 (ol
Barcode: No View Edit
Log in Name: | Asset Check In / Check Out
(Min. 5characters) N - Edit
@ E‘F‘hassg‘vord): ° !
in. § characters
Phane: | Asset Support Administration
o Vi o Edi
Alt. Phone:| Ko =D =
E-mail: | Employee Administration
o Vi o Edi
Notes: B Status Ko =D =
& Active
€ Inactive

Enter the appropriate employee information. A few fields have special requirements:
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e The barcode entry must be unique. A barcode for an asset, location, or employee may not be the
same. To keep the barcode as small as possible only use a combination of capital letters and
numbers. If you use the supplied barcode labels, the employee's barcode must match the label
placed on their badge.

e The Log in Name must be at least 5 and no greater than 10 characters long. It must be unique.
No two employees may have the same log in name. Log in Names are not case sensitive.

e A password must be at least 5 and no greater than 10 characters long. Passwords are not case
sensitive.

Once the employee information is entered, if the employee will require access to ATS, their access level
should be set. To set the employee's access level, select the Access button.

There are 6 separate access levels that may be set for each employee. The default access level is for no
access to ATS:
e Asset Administration applies to activities associated with creating and editing asset data.
e Asset Reservation applies to the activities where an individual may reserve an asset for a period
of time.
e Asset Check In/Check Out applies to activities associated with assigning assets to an individual
or location, or returning assets to storage.
e Asset Support Administration applies to activities that support the overall asset process. This will
include managing facilities, locations, asset types, classifications, and conditions.
e Employee Administration applies to activities associated with managing employee information.
¢ Member Administration applies to activities associated with creating and editing member
information.

Select the access level appropriate for the employee in question and then select the OK button.
Selecting the Cancel button will return the access levels to those that existed prior to opening this portion
of the form. In either case, the form will return to the add employee screen.

To save the employee information, including the access level changes, select the Save button. Selecting
the Cancel button will leave the present process without saving the employee information.

To edit an employee's information, select the employee from the list and then select the Edit button.

The form will change and display the employee's information similar to the add process.

Change the information or access levels as required and then select the Save button to save the
changes, or the Cancel button to leave the Edit process without saving. Either process will return to the
display above.

The system will not allow editing of the last name, first name, middle initial, or user name for Admin User.
To delete an employee, select the employee and then select the delete button.

If an employee is assigned an asset or has an outstanding reservation or is involved in a history record,
the system will not allow the employee to be deleted. To prevent the employee from being selected in the
future, Edit the employee and set the status to “Inactive”.

The employee information can be exported to a comma delimited CSV file, which can be opened in
Microsoft Excel. Just select the Export To CSV File button. The button will only be available to users that
have Edit permission to the Employee Administration screen.

A barcode list can also be printed by selecting the Print Barcode List button. This report contains

employee barcodes that can be scanned with a corded or handheld scanner. Only active employees will
appear on the list. Admin User will not be on the list.
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To print Employee labels, select the Employee(s) to be printed and then select the Print Label button. If a
label printer has been selected and if a default Employee label has been designated (see Label
Design/Label Setup in this manual), the label(s) will be printed.

For label printing, multiple Employees may be selected. To select multiple Employees, do one of the
following:

e Drag the mouse over the Employees desired while holding down the left mouse button.

e Select the first Employee by left clicking with the mouse. Select the last Employee in a range by

holding down the Shift key and the left clicking on the last Employee. All Employees in between
will be selected.

e Hold down the Control (Ctrl) key and select the Employees you wish to print by left clicking on
each one with the mouse.

If the employee logged into the system only has view rights to Employees, the Add, Edit, and Delete
buttons will not be available. Instead, a View button will be available to allow the user to look at but not
change employee information.

To leave the process, select the [XI in the upper right corner of the screen.

Account Administration

Account Administration is used to keep track of the account numbers that are used to purchase assets.
Account numbers are not required to use ATS.

To begin the process, select Account Administration from the Support menu. The screen shown will be
displayed.

Bl

€5 Account Administration

Account Administration
II::-..:"EI Add l ll// Edit ] I% Delete

Account Number: (1000

Description: [Accounting Department

& (o]
Account Number Description Active?
_
2000 Marketing Department Yes
3000 Maintenance Department Yes
4000 Administration Department Yes

Activities available for Accounts are:
e Adding a new Account,
e Editing an existing Account, or
¢ Deleting an existing Account.

To Add a new account, select the Add button. Enter the Account Number (required field) and a
description (optional), then select the Save button.

Select the Cancel button to exit the Account addition without saving the new Account.

To Edit an Account, select the Account of interest and then select the Edit button.
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Modify the information as desired. Select the Save button to save the Account changes.
Select the Cancel button to exit the Account addition without saving the Account changes.

To delete an Account, select the Account to be deleted and then select the Delete button. The system
will check to see if the account is tied to an asset. If so, the system will not allow the Account to be
deleted. You may inactivate the Account to prevent it from being assigned to an asset in the future if you
desire.

To leave the process, select the [XI in the upper right corner of the screen.

Asset Support Administration

Asset Support Administration is used to administer Classifications, Types, and Maintenance. To access
this process, select Asset Support Administration under the Support menu. The screen shown will be
displayed.

[} Asset Support Administration | 2 ‘

Asset Support Administration

IE{..F Add l l»// Edit l I% Delete l@ Print Listl
Classification (F1) | Type (F2) | User Defined Fields (F3) | Maintenance (F4)
Classification: |Electmmcs
Description
i e
Classification Description Active?
W_

Fumniture Yes

The Asset Support Administration screen has four (4) tabs: Classification, Type, User Defined Fields, and
Maintenance. The names for Classification and Type may be changed in the Setup Options screen.

Classification (F1)
The first tab is Classification. Assets may be assigned a Classification to organize them in groups.

Each Classification has a name (Classification) and Description. In addition, a Classification may be
designated as Active or Inactive.
e Classification (name) may be up to 20 characters and is required. The Classification (name)
must be unique (i.e., no other Classifications may have the same Classification (name).
e Description may be up to 80 characters long and is not required.
e A Classification set as active may be assigned to an asset.
e A Classification set as inactive will not be available to be assigned to an asset.

Setting a Classification to inactive may be useful to reduce clutter when assigning Classifications to
assets, yet it remains in the database for historical purposes. If a Classification does not need to be kept
in the database for historical purposes, it should be deleted.
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Activities available for Classifications are:
e Adding new Classification,
e Editing an existing Classification, or
e Deleting an existing Classification.

Adding a New Classification

To add a new Classification, select the Add button.
1. Enter the new Classification (name) and Description (optional).
2. Select the Save button to save the new Classification.

Selecting the Cancel button exits the Classification addition without saving the new Classification. If the
Classification was saved, the new Classification will appear on the Classification list.

Editing an Existing Classification
To edit an existing Classification, select the Classification to be edited from the listing and then select the
Edit button.
1. Modify the Classification (name), Description, or Status (Active vs. Inactive).
2. Select the Save button to save the changed Classification.
3. Select the Cancel button to exit the Classification change without saving the changed
Classification.

If the Classification was saved, the changed Classification will appear on the Classification list.

To delete a Classification, select the Classification to be deleted and then select the Delete button. The
system will check to see if the Classification is assigned to an asset. If so, the system will not allow the
Classification to be deleted. You may inactivate the Classification to prevent it from being assigned to
future assets if you desire.

To leave the process, select the [X] in the upper right corner of the screen.
Type (F2)

Type is a subclass of Classification. Each Classification can have several Types. In addition to grouping
assets under a Type, the Type will also set the default depreciation period for assets assigned to it.

[% Asset Support Administratien

J

Asset Support Administration

Add Edit % Delet ) Print List
I I::-% l l i// i ] l ete I (‘j rint Li
Classification (F1) Type (F2) User Defined Fields (F3) Maintenance (F4)
Classification: | Electronics e
Type: |Computer
Desscrippn
Depreciation Years
o ol
Type Description Dep. | Active?
e
Phone Yes
Printer Yes
Projector Yes

Each Type has a name (Type), Description, and Depreciation period in years. In addition a Type may be
designated as Active or Inactive.
e Type (name) may be up to 20 characters and is required. The Type (name) must be unique (i.e.,
no other Types may have the same Type (name)).
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Description may be up to 80 characters long and is not required.
Depreciation may be up to 255 years and is not required.

A Type set as active may be assigned to an asset.

A Type set as inactive will not be available to be assigned to an asset.

Setting a Type to inactive may be useful to reduce clutter when assigning Types to assets, yet it remains
in the database for historical purposes. If a Type does not need to be kept in the database for historical
purposes, it should be deleted.

Activities available for Types are:
e Adding new Type,
e Editing an existing Type, or
e Deleting an existing Type.

Adding a New Type

To add a new Type, select the Add button.
1. Select the appropriate Classification for the new Type.
2. Enter the new Type (name), Description, and depreciation period.
3. Select the Save button to save the new Type.

Select the Cancel button to exit the Type addition without saving the new Type.
If the Type was saved, the new Type will appear on the Type list.

Editing an Existing Type

To edit an existing Type, select the Type to be edited and then select the Edit button.
1. Modify the Type (name), Description, Depreciation, or Status (Active vs. Inactive).
2. Select the Save button to save the changed Type.

Select the Cancel button to exit the Type change without saving the changed Type. If the Type was
saved, the changed Type will appear on the Type list.

To delete a type, select the Type to be deleted and then select the Delete button. The system will check
to see if the Type is assigned to an asset. If so, the system will not allow the Type to be deleted. You
may inactivate the type to prevent it from being assigned to future assets if you desire.

To leave the process, select the [X] in the upper right corner of the screen.

User Defined Fields (F3)
The third tab is the User Defined Fields. Fields can be added specific to an asset “Type”. When new

assets are added to the system, the added fields are displayed in the Asset Information screen for user
entry.

After selecting the appropriate Classification and Type for the asset, a listing of the current User Defined
Fields is displayed. Each field has a name and may be designated as Active or Inactive.

e The Field Name may be up to 50 characters and is required.

e A Field Name set as active will be assigned to each asset of that Type.

¢ A Field Name set as inactive will not be available.
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|

[ Asset Support Administration

Asset Support Administration

Add Edit x Delet & Print List

* ] I / i | I lete [ rint Li ]

Classification (F1) T Type (F2) T User Defined Fields (F3) Maintenance (F4)
Classification: |E|ECIrDﬂiCE j

Type: ICnmputer j

Field Name: [Kind

Statirs
& Active € Inactive

Field Name Active?

Setting a User Defined Field to inactive does NOT remove the data already recorded for any asset of that
type. It will not be displayed on the Asset Information screen. Returning the asset to active will restore

prior data for each asset of that type.

Maintenance (F4)

The forth tab is Maintenance. Each “Type” of equipment may be assigned a group of specific
Maintenance items with a preset interval in months for required performance. In addition, a “Repair”
maintenance item may automatically be inserted when a new “Type” is created. This is created in Setup

Options.

[ Asset Support Administration B

Asset Support Administration

I =
L* Add l | y Ediv [ % Delete | & Print Liﬂ]
Classification (F1) | Type (F2) | User Defined Fields (F3) | i (Fa)
Classification: IW;I
Type: [Computer <]
Maintenance Description: IRepa\r
Special Instructions: -
Interval IU— Menths Status

@ Active € Inactive

Maintenance Description Special Instructions Interval |Active?

Run Diagnostics Scan
Update Software 2 Yes

Each maintenance item has a Description and Special Instructions. In addition, a maintenance item may
be designated as Active or Inactive.
e The Maintenance Description may be up to 50 characters and is required. The Description must
be unique (i.e., no other Description may be the same).
e Special Instructions may be up to 255 characters long and is not required.
¢ A Maintenance item set as active may be assigned to an asset of that type.
¢ A Maintenance item set as inactive will not be available.
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Setting a Maintenance item to inactive may be useful to reduce clutter when assigning Maintenance
item to assets, yet it remains in the database for historical purposes. If a Maintenance item does not
need to be kept in the database for historical purposes, it should be deleted.

Activities available for Maintenance item are:
e Adding new Maintenance item,
¢ Editing an existing Maintenance item, or
e Deleting an existing Maintenance item.

Adding a New Maintenance Item
To add a new Maintenance Item, select the Add button.
1. Enter the new Maintenance Description.
2. Enter any Special Instructions.
3. Select the Save button to save the new Maintenance Item.

Select the Cancel button to exit the Maintenance Item addition without saving the new Maintenance Item.
If the Maintenance Item was saved, the new Maintenance Item will appear on the Maintenance Item list.

Editing an Existing Maintenance Item
To edit an existing Maintenance Item, select the Maintenance Item to be edited and then select the Edit
button.

1. Modify the Maintenance Description, Special Instructions or Status (Active vs. Inactive).

2. Select the Save button to save the changed Maintenance Item.

Select the Cancel button to exit the Maintenance ltem change without saving the changed Maintenance
Item. If the Maintenance Item was saved, the changed Maintenance Item will appear on the Maintenance
Item list.

To delete a Maintenance Item, select the Maintenance Item to be deleted and then select the Delete
button. The system will check to see if the Maintenance Item is assigned to an asset. If so, the system
will not allow the Maintenance Item to be deleted. You may inactivate the Maintenance Item to prevent it
from being assigned to future assets if you desire.

To leave the process, select the [X] in the upper right corner of the screen.

Condition Administration

Assets may be assigned a Condition, which indicates the usefulness of the asset. To access this process,
select Asset Condition Administration under the Support menu.

& Asset Condition Administration

J=

Asset Condition Administration

IE-BIQ Add l I‘// Edit l I% Delete
Condition: [Excellent

Description |Hew or nearly new

= %]

Condition Description Active?
h@ ﬂ_ New or nearly new
Good minimal damage Yes

MNeeds Repair Item needs maintenance Yes

Poor Damage with functionality problems Yes
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Each Condition has a name (Condition) and Description. In addition a Condition may be designated as
Active or Inactive.
e Condition (name) may be up to 20 characters and is required. The Condition (name) must be
unique (i.e., no other Conditions may have the same Condition (name).
o Description may be up to 80 characters long and is not required.
e A Condition set as active may be assigned to an asset.
e A Condition set as inactive will not be available to be assigned to an asset.

Setting a Condition to inactive may be useful to reduce clutter when assigning Conditions to assets, yet it
remains in the database for historical purposes. If a Condition does not need to be kept in the database
for historical purposes, it should be deleted.

Activities available for Conditions are:
¢ Adding new Condition,
e Editing an existing Condition, or
e Deleting an existing Condition.

Adding a New Condition

To add a new Condition, select the Add button.
1. Enter the new Condition (name) and Description.
2. Select the Save button to save the new Condition.

Select the Cancel button to exit the Condition addition without saving the new Condition. If the Condition
was saved, the new Condition will appear on the Condition list.

Editing an Existing Condition

To edit an existing Condition, select the Condition to be edited and then select the Edit button.
1. Modify the Condition (name), Description, or Status (Active vs. Inactive).
2. Select the Save button to save the changed Condition.

Select the Cancel button to exit the Condition change without saving the changed Condition. If the
Condition was saved, the changed Condition will appear on the Condition list.

To delete a Condition, select the Condition to be deleted and then select the Delete button. The system
will check to see if the Condition is assigned to an asset. If so, the system will not allow the Condition to
be deleted. You may inactivate the Condition to prevent it from being assigned to future assets if you
desire.

To leave the process, select the [X] in the upper right corner of the screen.

Facility Administration

Facilities are the upper hierarchy of locations. In other words, e =
locations are tied to a facility. Due to this structure, at least one Facility Administration
facility is required by the system. I'%a add ] [// Edit ‘ I% Delete

[y

Facility

To begin the process, select Facility Administration from the Support

menu. The screen shown will appear. e e ——

Main School Yes

Activities available for Facilities are:
e Adding a new Facility,
e Editing an existing Facility, or
e Deleting an existing Facility.
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Adding a New Facility L Facilty Adrministration =
To Add a new facility, select the Add button. Facility Administration
Facility information consists of: l H save l@“’"“‘

e Name may be up to 40 characters and is required. The
Name must be unique (i.e., no other Facilities may have
the same Name).

e Address may be up to 40 characters long and is not

LEWLHIACME Central Warehouse]

Address:

442 Central Circle

. City: [Everywhere
required.
e City may be up to 40 characters long and is not required. Sue [
e State may be up to 2 characters long and is not required. pr —
e Zip may be up to 10 characters long and is not required. '
e Notes may be up to 255 characters long and is not
required.
e A Facility set as active is available for assignment of
locations. Status
e A Facility set as inactive will not be available for © hete  ( inacthe

assignment of locations.
Enter the information as desired. Select the Save button to save the new Facility.
Select the Cancel button to exit the Facility addition without saving the new Facility.

In either case the main screen, shown at the beginning of this section will appear. If the Facility was
saved, the new Facility will appear on the Facility list.

Edit an Existing Facility
To Edit a Facility, select the Facility of interest and then select the Edit button.

The information on this screen was defined in the Add section above.

Modify the information as desired. Select the Save button to save the Facility changes. Select the Cancel
button to exit the Facility addition without saving the Facility changes. In either case the main screen,
shown at the beginning of this section will appear. If the Facility was saved, the changed Facility will
appear on the Facility list.

To delete a Facility, select the Facility to be deleted and then select the Delete button. The system will
check to see if a location is tied to the Facility. If so, the system will not allow the Facility to be deleted.
You may inactivate the Facility to prevent a location from being assigned to it in the future if you desire.

To leave the process, select the [XI in the upper right corner of the screen.

Funding Source Administration
Funding Source Administration is used to keep track of the agency that provided the asset. The Funding

Source is not required to use ATS. Note that the name “Funding Source” can be changed on the Setup
Options screen.

To begin the process, select Funding Source Administration from the Support menu. The screen shown
will appear.

Activities available for Funding Source are:
e Adding a new Funding Source,
e Editing an existing Funding Source, or
o Deleting an existing Funding Source.
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Adding a New Funding Source

To Add a new Funding Source, select the Add button. Enter the
description, then select the Save button. Select the Cancel
button to exit the Funding Source addition without saving the

new Funding Source.

Editing an Existing Funding Source
To Edit a Funding Source, select the Funding Source of interest

and then select the Edit button.

Modify the information as desired. Select the Save button to
save the Funding Source changes. Select the Cancel button to
exit the Funding Source addition without saving the changes.

To delete a Funding Source, select the Funding Source to be
deleted and then select the Delete button. The system will
check to see if the Funding Source is tied to an asset. If so, the
system will not allow the Funding Source to be deleted. You
may inactivate the Funding Source to prevent it from being

ATS User Manual

" Funding Source Administration

Funding Source Administration

] (7] (R

Funding Source

|Capita| Budget - Maintenance

-

Description Active?
Capital Budget - Maintenance

Operating Budget - Maintenance Yes

-

assigned to an asset in the future if you desire.

To leave the process, select the [X] in the upper right corner of the screen.

Location Administration

An asset may be assigned to a location or a user. Location Administration is used to manage the
locations to which assets may be assigned.

To start the process, select Location Administration from the Support menu. The screen shown will
appear. It displays all the locations that exist in the system that are tied to the facility selected.

=8 Location Administration @
Location Administration
N IE:-% Add | l// Edit l I% Delete
A . s Change Responsible 2 . .
L g pol
l Export To File l ‘{D Individual © Print Barcode List
Facility: [Main Office ~|
Location Barcode Responsible Individual Storage? | Active?
Loo1

(Office 102 Looz2 User, Admin - MNo Yes
Office 201 Lo03 User, Admin - No Yes
(Office 202 LO04 User, Admin - MNo Yes
Storage L005 User, Admin - Yes Yes

5 rows found

Activities available for Locations are:

e Adding a new Location,

Editing an existing Location,
Deleting an existing Location,
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e Printing a Barcode List, or
e Printing a label for a Location.

Adding a New Location
To add a new Location, select the Facility to which it is to be added and then select the Add button. The
screen will change as shown.

| 2]

=8 Location Administration

Location Administration

lE Save I@Cancel
Facity: [ Ot 5|

Location:

Barcode: |

@ Checkout/Usage Location

" Storage Location

Responsible Individual:

- 8 Add New Employee

Notes:

Location information consists of:

o Facility, which defaults to the facility selected on the main form but may be changed. Location
(name) may be up to 50 characters and is required. The Location (hame) must be unique for the
Facility selected (i.e., no other Location tied to the facility may have the same Location (name)).

e Barcode may be up to 15 characters long and is required. The barcode is used by scanners to
speed up check in, check out and inventory processes.

e Storage Location is a check box that is used to identify locations that are for storage rather than
usage.

e Responsible Individual is a selection process to assign a User to be responsible for the assets in
the location. This is not required. If the responsible individual is not in the system, you may go
directly to the User Administration process by selecting the Add New Employee button.

o Notes may be up to 255 characters long and is not required.

e A lLocation set as active is available for asset assignment.

e A Location set as inactive will not be available for asset assignment.

Enter the information as desired. Select the Save button to save the new Location. Select the Cancel
button to exit the Location addition without saving the new Location. In either case the main screen,
shown at the beginning of this section will appear. If the Location was saved, the new Location will
appear on the Location list.

Editing an Existing Location

To Edit a Location, select the Facility containing the Location, select the Location of interest and then
select the Edit button. The same screen will appear with the selected data. The information on this
screen was defined in the Add section above. Modify the information as desired. Select the Save button
to save the Location changes.

Select the Cancel button to exit the Location addition without saving the Location changes.
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In either case the main screen, shown at the beginning of this section will appear. If the Location was
saved, the changed Location will appear on the Location list.

To delete a Location, select the Location to be deleted and then select the Delete button. The system will
check to see if an asset is tied to the location or the Location is being used in a history record. If so, the
system will not allow the Location to be deleted. You may inactivate the Location to prevent an asset
from being assigned to the Location in the future if you desire.

A barcode list can also be printed by selecting the Print Barcode List button. This report contains location
barcodes for the selected Facility that can be scanned with a corded or handheld scanner. Only active
locations will appear on the list.

To print a Location label, select the location(s) to be printed and then select the Print Label button. If a
label printer has been selected and if a default location label has been designated (see Label
Design/Label Setup in this manual), the label(s) will be printed.

For label printing, multiple locations may be selected. To select multiple locations, do one of the
following:

e Drag the mouse over the locations desired while holding down the left mouse button.

e Select the first location by left clicking with the mouse. Select the last location in a range by
holding down the Shift key and the left clicking on the last location. All locations in between will
be selected.

e Hold down the Control (Ctrl) key and select the locations you wish to print by left clicking on each
one with the mouse.

To leave the process, select the X1 in the upper right corner of the screen.

Maintenance / Repair Provider

A Maintenance / Repair Provider Screen allows you to standardize the name of each provider who
services your equipment. You can Add new provider names, edit the name, and delete those providers
not already used for prior maintenance. You can also inactivate a company who is no longer on your list
of approved maintenance providers.

To start the process, select Maintenance/Repair Provider Administration from the Support menu. The
screen shown will appear.

“* Maintenance / Repair Provider Administration =

Maintenance / Repair Provider Administration

II::-:.:Q Add ] [‘// Edit ] l% Delete

Provider

Provider Name Active?
Mike's Furniture Repair

Total Cleaning Systems Yes

Adding a New Maintenance/Repair Provider
To add a new Maintenance/Repair Provider select the Add button. The screen shown below will appear.
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=

i Maintenance / Repair Provider Administration

Maintenance / Repair Provider Administration

l B Save I@Cancel

Name: |

Address:

City:

State: l_ Zip:

Contact:

Email:

Notes:

Provider information consists of:
e Name may be up to 50 characters long and is required.
e Address may be up to 100 characters long and is not required. If an address is entered, it will
appear on the Maintenance Request report.
City may be up to 40 characters long.
State may be up to 2 characters long.
Zip may be up to 10 characters long.
Contact may be up to 100 characters long.
Notes may be up to 255 characters long.

Enter the information as desired. Select the Save button to save the new Provider. Select the Cancel
button to exit the Provider addition without saving the new Provider. In either case the main screen,
shown at the beginning of this section will appear. If the Provider was saved, the new Provider will
appear on the Provider list.

Editing an Existing Provider

To Edit a Provider, select the Provider of interest and then select the Edit button. The same screen will
appear with the selected data. The information on this screen was defined in the Add section above.
Modify the information as desired. Select the Save button to save the Provider changes.

Select the Cancel button to exit the Provider addition without saving the Provider changes.

In either case the main screen, shown at the beginning of this section will appear. If the Provider was
saved, the changed Provider will appear on the Provider list.

To delete a Provider, select the Provider to be deleted and then select the Delete button. The system wiill
check to see if an asset maintenance record is tied to the Provider. If so, the system will not allow the
Provider to be deleted. You may inactivate the Provider to prevent its use in the future if you desire.

To leave the process, select the [X] in the upper right corner of the screen.
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Asset Management

The Asset management portion of the process is used to:
e Add assets to the system,
e Print barcodes for the assets,
e View asset history, and
e Limited reporting

The Asset management process is started by selecting the Asset button on the main toolbar, which
displays the screen below.

The Asset management form is composed of four tabs:
e Find Asset,
e Asset Information,
e Asset History, and
e Asset Maintenance

Fmd Asset (Fl)

| | T | 2 L.UA| Asset Tracking System -
Ei.“ :uﬁm | n|._§?“ | uuc?m nu!n- I PRC | School Edition | Logou | Ig

[Thes =
| Find Asset [F1) Asset Information (F2) Asset Hestory (F3) Assel Mantenance (F4)
| Find Asset
T | Classeation [A1 =] [ewremren) |® e
Location: | All = Type: | A = . ?
Furding Sowece. [ Al =] User Dofined Fisld: [AN - | e Add To Ll ]| |‘5‘:] &mlu
Account: [Al 5] e Dt ; /L
Cantion: [Al E Sttys: [AI (eucest Aetied] G R !||l| Print Labed
SeachField [Allfoxcept i Sorves Date) =] Othwr Seoch el [A1 =] — Change | [ % pontin
Stavch | W Swws [ ToFile
Barcode  Description AssetNumber  ProductHumber  Serlal Number  S10023¢ 3""“' QLB g 1o DateOut  DusDate  Funding Source et Num :
o ¥ Scopo Saries 4-Leg Comba Dask: %m“ S e 3000 Maintanancs | |
+ Hight Handed with Laminate Top Unassigned) : Depasmaent
0003 WY Presiige Modular Ofice Group 6 BRTGE Stogs E’E%‘::T V2015 Capital Budget mmmwm
0004 1 (e als ExaERR AT CFHEASEG) Sten {%hn‘::&lo 1122018 Capial AL Adimafion
- = Ung) B Owimen
AD00S Skind Charty Oles: Sien: 5 PRacs DCE-BRW Ster L:“ mu 2208 Capaal !
\Wall it Bockcase Bge hﬂa:‘?;:‘]o apial Budget 1000 / Aczounting Departm
0005 «ap VP2l Lisimos Saiae i DCL26A Stoeage i 2015 8 S
e Urasaignad) i Depaimant
Promeum Watutar Maiioam e A P . 3000/ Maintenance
ADOOT Space-Saver Base/Soder Modude CMM-S216 Horage !iﬂ:,?::l::f nzE Capdal Budget Depertmant
B 5

o . (l:suqmd}

alacfiene e, S0

The first tab, shown above, is used to view assets, print a list of assets, and print asset labels. The list of
Assets on the screen is controlled by the multiple selections on the upper part of the form. These
selections are:
o Facility
Location
Funding Source
Account
Search (by barcode, description, model number, serial number, and in service date)
Classification
Type
User Defined Field
User Data (for the selected User Defined Field)
Condition
Status
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All of these selections are administered under the support menu of the main form. Each is tied to an
asset in the Asset Information tab of this form. Select the parameters of choice and then select the
Extract button to change the asset display.

Groups of assets can also be displayed by typing words in the Search Description box, and then selecting
the Extract button. For example, type the word chair into the box and click Extract. Only assets that have
the word chair in the description will be displayed. If a Location is also selected, only assets that are
located at that location and have the word chair in the description will be displayed.

By selecting different filters and clicking the Add To List button, you can create a custom list to fill any
need. This button allows you to add additional assets to the asset grid without clearing it first. A row can
be removed from the grid by selecting it and pressing the “Delete” key on the keyboard. This does NOT
delete any information from the database.

Several key aspects are available on the form. As an example, selecting the Reset button will return all
selections to All. In addition, the Asset list can be sorted by one of its columns by clicking on the heading
of that column. A second click will reverse the sort order of the items in the listing.

If an image is assigned to an asset, a thumbnail picture will be displayed in the Description column of the
grid. The thumbnail display can be turned on or off by right-clicking in the grid and selecting “Show
Thumbnail Images” in the popup menu.

Description Model Number

I |~ Dell 19-inch Flat Panel LCD

. Dell Dimension 5150¢| ¥ Show Thumbnai Images
- RAM,.80GB HD oy e

Dell Dimension 9150 Desktop PC,
& 2.5GHz. 1GB, 160GE HD PERREGED

A larger view of the image can be displayed by selecting “View Image” from the popup menu.

To find a specific Asset by its barcode:
Select Barcode in the Search Field box.
Select the Search text box (background turns yellow).
e Type in the barcode and select the Enter key or scan the barcode with a wedge type barcode
scanner attached to the PC. You can also select the Extract Data button to display the asset.
o |If the barcode matches that of an Asset, the Asset will appear on the list.

To find assets by the in service date:

e Select In Service Date in the Search Field box.

e The Search text box will automatically default to a date range of the first and last days of the
current month. This allows you to quickly find the assets that were added during the current
month.

e You can enter a single date to find assets that were entered on a particular day.

e Select the Extract Data button to display the assets.

The status of a group of selected assets can be changed all at once instead of just one asset at a time.
Select the rows in the grid of the assets you want to change. Then click the Change Status button. A
pop-up screen will appear where you can select the new status. Click the OK button to proceed. Note
that binned items cannot be changed to a status of Lost or Broken.

Note that the Status column in the grid does not display a status of Active. This makes any status that is
not Active stand out.
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To print the Assets in the list, select the Print List button. A report is displayed and if the default printer is
set, the Assets displayed on the screen will be printed when Print is selected. You may also PDF or
Email the report directly.

A barcode list can also be printed by selecting the Print Barcode List button. This report contains asset
barcodes that can be scanned with a corded or handheld scanner.

# Asset Barcode List

|PageWidth LH _] [&] Print Setup ]1 :‘m]l :] [Cg Print] [ [} poF ”L, E-mail]

- v“' i
Asset Barcode List ggaurs
Facility: Al Classification: Compuier Eguipment
Location: Al Type: All
Funding Source: Al Condition: Al
Account: Al Status: Active
Barcode Barcode De scription M odel Number Serial Number
A1 (DA Dl 13-inch Flst Panel LGD
AD1Z |m|“”l“l" Ill E?IGEén'EtjEmr’;nngDﬁhap FC, DDE150FG425 GDHEET454510%U
A4 Diall Lattude 510 Lag , 1.8GHz, DLE1D4EEFG YT RESEETIGFHY
R £1208, 0GB HD, 141 16D
ADE Dl Lattude 510 La . 1.8GHz, DLE104EEFG TYEET4B4EEFG
(RO E12MB OB LD T4 E 16D
2O (MR Dl PowerEdge 1850 Server PE1SE0-53453A ERE4EISAFE
ke (R s e

To print asset labels:
e Select one or more Assets in the list,
e Select the Print Label button.

For label printing, multiple Assets may be selected. To select multiple Assets, do one of the following:
e Drag the mouse over the Assets desired while holding down the left mouse button.
e Select the first Asset by left clicking with the mouse. Select the last Asset in a range by holding
down the Shift key and the left clicking on the last Asset. All Assets in between will be selected.

e Hold down the Control (Ctrl) key and select the Assets you wish to print by left clicking on each
one with the mouse.

The asset list can be exported to a comma delimited CSV file. This file can be opened in Microsoft Excel.
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Asset Information (F2)

Selecting an Asset and then selecting the Asset Information tab, or double-clicking on an Asset, will bring
up the Asset Information screen below.

[ ATS - Asset Tracking System - School Editiol

File Support Labels Help

\[':_j“l g) & ) G (Wl Asset Tracking Syste! o P
LW & = 3
Assets Check In/Out Reserve Reports Download Member School Edition Log Out

Iz | Assets

Find Asset (F1) Asset Information (F2) Asset History (F3) Asset Maintenance (F4)
Asset Information

Label @

Type: |F‘hnne Asset Number: ‘ L =
Status

® Active

Classification: |Electrun|:s Barcode: ‘AUUUI ‘ “Hml" Print

Description: [XBLUE Networks X16 Corded Gondition- | Excellent -
Product Number: ‘794747

" Retired -
Serial Number: ‘ . |M|

Facility: |Mam Office j Funding Source: ‘Operatmg Budget j C\Broken | ” Edit |
=

Telephone System, Charcoal

Storage

Location: |Storage j Account: ‘4000 { Administration Department j

In Service Date: |3/12/2015 |:\ | x Delete |

Primary Data Purchase / Warranty Images & Docs User Defined Data | - |
opy
Note: Binned Item: [~
Print
Asset
Check Qut i
By: |

Location: |Office 101 {Responsible:
Unassigned)

Date Due: | Time: ‘

User Name: User, Admin Database: C)\GigaTrak\Asset Tracking Systemiwiin_ats.mdb

As a note, the Asset Information screen changes slightly if the Check In/Out option on the System Status
screen is set to Relocate Assets.

Asset information with bold text above is required. Many of the fields listed below are included in the sub-
tabbed section in the lower portion of the form. The available asset information is:

¢ Classification is a method of grouping Assets.
Type is a subset of Classification and a second method of grouping Assets.
Description is up to 80 characters describing the Asset.
Facility is the building in which the Asset is located.
Storage Location is the default storage location for the Asset.
Funding Source is the agency that provided the Asset. (User Definable Field.)
Binned Item is used for small items that cannot be individually bar coded. If the Binned Item
checkbox is checked, a box will appear to enter a Bin Quantity. There will also be an option to
set the item as a Consumable. Consumable assets can be checked out, but are not expected to
be checked back in (e.g., gloves). Note that Binned Item is not available when the Relocate
option is selected on the Setup Options screen.
Original Value is the cost basis for depreciating the Asset.
Current Value is the current depreciated value of the Asset (calculated).
Date for Current Value is the date used to calculate the current value.
Depreciation period in years (does not apply to bin items).
Straight Line Depreciation Type. The system will calculate depreciation based on five methods:
Straight Line, MACRS Half-Year straight Line, MACRS Mid-Quarter Straight Line, MACRS
Double Declining Half Year, MACRS Double Declining Mid Quarter.
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Barcode is the barcode that identifies the Asset. You must enter the first asset’'s barcode number
manually in a format that all barcodes will use (i.e. AO0001). The system will then automatically
increment the numerical portion of the barcode number one at a time.

Condition is the physical condition of the Asset. Condition does not apply to bin items.

Model is the model number of the Asset.

Serial Number is the Serial Number of the Asset.

Image is the path to a file that contains a picture of the asset. If the image information is entered
and a file is at the proper location, the picture will be displayed as a thumbnail in the area to the
right of the check out section (see above). Double clicking on the thumbnail will display a full
sized image of the picture. In addition, linked document, PDF, and other related files can be
assigned to the Asset.

Note is up to 255 characters of information about the Asset.

Account is the account number used to purchase the Asset.

Purchased From allows entry of general supplier information.

Warrant expiration date tracks when a warranty period expires.

User Defined Fields stores additional information specific to the type of Asset.

Status. An Active asset may be checked out. A Retired, Lost, or Broken Asset may not be
checked out.

Check Out is whether an Asset is checked Out or not. If it is checked out, the following
information will be available:

By is the User to whom the Asset was checked out.

Location is the Location to which the Asset was checked out.

Due Date is the date the Asset is due to be checked in.

Administrative actions for an Asset are:

Add a new Asset,

Edit an existing Asset,

Delete an existing Asset,

Copy the Asset information to be used in creating a new Asset,
Print Asset information, or

Depreciating an Asset.

Adding a New Asset
To Add a new Asset, select the Add button. The screen will be changed as indicated below.

Find Asset (F1) Asset Information (F2)
Asset Information
Classification: | j Barcode: ‘AU[]Z[]
Type: | j Asset Number: ‘ Ly
Description: Condition: ‘ j p
Product Number: ‘ P
Serial Number: ‘ -~ =
Facility: | j Funding Source: | | P
Locatian:| B Account: | -]
In Service Date: |3/20/2015 [
Primary Data Purchase / Warranty Images & Docs
Asset Image: | E]
[ View | [_AddFile | [ AddURL | Attached Images & Documents [ Remove | Image

Unassigned
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All information is cleared and the Save and Cancel buttons appear.

The system will automatically generate a unique barcode for the asset. If this barcode is unacceptable, it
can be typed over by the user. Select or enter the required information (bold labels). Enter the non-
required information if desired. Save the Asset by selecting the Save button. The screen will return to the
original state with the new Asset information.

Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the information displayed that was present prior to selecting the Add button.

Editing an Existing Asset
To Edit an existing Asset, select the Edit button.

The Save and Cancel buttons appear.

Change the Asset's information as desired. Information with a bold label is required. Save the Asset by
selecting the Save button. The screen will return to the original state with the changed Asset information.

Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the Asset information unchanged.

Copying an Existing Asset’s Information to a New Asset

This is one of the most helpful features when multiples of the same type of asset needs to be entered. To
Copy an existing Asset's information to use in creating a new asset, select the Copy button. The majority
of data is copied to a new record. The exception is that the barcode number, serial number and checkout
information is cleared and the Save and Cancel buttons appear.

The screen will be changed as indicated below.

Find Asset (F1) Asset Information (F2)
Asset Information
Classification: |Electr0nics j Barcode: |A0020
Type: |F'h0ne j Asset Number: |
Description: [XBLUE Networks X16 Corded Condition: | Excellent ] -
Telephone System, Charcoal Product Number- |T94?4? -
Serial Mumber: | ~ =
. - - Iﬁ Save
Facility: |Ma|n Office j Funding Source: |Operat|ng Budget % j ~ -~
Storage — -
Locatign: |St0rage j Account: |4000 ! Administration Department j @ pa—
In Service Date: [3/12/2015 [
Primary Data Purchase / Warranty Images & Docs
Asset Image: |?94?4?_F'_LEI——I'_ANGLE_1B?UUU_CHARCOAL_TELEF'HONE.JF'G D

[ Wiew | [ E-mail | [ AddFile | [ AddURL | Attached Images & Documents | Remove |

The system will automatically generate a unique barcode for the asset. If this barcode is unacceptable, it
can be typed over by the user. Change the Asset's information as desired and add the new barcode.

Page 26



ATS User Manual

Save the Asset by selecting the Save button, the screen will return to the original state with the new Asset
information.

Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the Asset information unchanged.

To Delete an existing Asset, select the Delete button. After asking if you are sure, the system will delete
the asset.

Asset History (F3)
Selecting an Asset and then selecting the Asset History tab will bring up the Asset History screen below.

[ ATS - Asset Tracking System - &
File Support Lsbels Help

a‘ g) ‘.-;2.‘ Cj Se Asset Tracking System
: L —- o
Assets Check IniOut Reserve Reports Download Member School Edltlon
[ | Assets
Find Asset (F1) Asset Information (F2) Asset History (F3)
Asset History
Barcode: [A0001 Product Number: |794747 ‘ Date- ‘1295@014 |7‘
Description” [XBLUE Networks X16 Corded Telephone Serial Number- %@ Purge Selected
System, Charcoal Asset's History
From: [3252014 .| To: 32502015 ] ‘ Cj Print List ‘
Date Type From Person Location Condition Bin Qty Transaction By Check Qut Note
3/12/2015 03:33 PM  Checked out Storage Office 101 Excellent User, Admin
3M12/2015 01:17 PM  Added MNew Asset Storage Excellent User, Admin

The screen displays the history of the selected asset for the date range selected. The system defaults
the date range to the last 12 months. Change one of the dates and select the Enter key or select a new
date with one of the calendar controls and the list will change to reflect the new date range.

To print the history displayed on the screen, select the Print List button.

To remove all history records for the selected asset prior to a specified date, enter the date in the Date
text box and then select the Purge button. All history records for the asset prior to the date specified will
be deleted. The Purge button is only available if the “Allow Delete Asset & Purge History” checkbox is
checked on the Setup Options screen.

To leave the process, select the [XI in the upper right corner of the screen.

Asset Maintenance (F4)

Selecting an Asset and then selecting the Asset Maintenance tab will bring up the Maintenance
Items/History screen below.

The first tab lists the Maintenance/Repair Type(s) setup previously on the Asset Support Administration
screen. Special instructions, the interval required and the dates last done and due are shown. If the type
is due in the next 30 days it will be shown in blue. Note that the Service Reminder Interval (30 days) can
be changed on the Setup Options screen. Past due types are in red. Double-click to select a
maintenance action and select the Repair Provider then save. The system will offer to print a
Maintenance Request form to send with the item to the provider. An “open” maintenance record is then
inserted into History. When the item is returned, select the open record on the Maintenance History tab
by double-clicking. Now enter the Completed Date along with Notes and a Repair Cost if appropriate.
Once saved, it is now a completed record in history.
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File Support Labels Help

& = b P Asset Tracking System
CheSl:nl(mt M@m Reports Dawalom Ile%g;)er School Edition L;gdit ﬂ

Find Asset (F1) Asset Information (F2) Asset History (F3) Asset Maintenance (F4)

Asset Maintenance

Barcode: |AD001 Product Mumber: |794747

Description: [XBLUE Networks X16 Corded Telephone Serial Number-
\System, Charcoal

Start Date:

. . - T2 Print Maint.
v | -

Repair Provider: I j Condition: I rint Maint.
Completed Date: Repair Cost: @ Request

Maintenance ltems T Maintenance History
Blue Text: Maintenance due in next 30 days Red Text: Past due maintenance

| Maintenance / Repair Type Special Instructions {Il:t:rm) Last Done | Next Due

[ Repair 0
In senvice

[J Update Software 3 31202015 6/12/2015

To print the history displayed on the screen, select the Maintenance History tab, then select the Print
Maintenance History button.

To leave the process, select the X1 in the upper right corner of the screen.
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Check In/Check Out Assets

Check In/Out is available is used to check assets into storage from a user or location. The Check In
process is used to check assets into storage from a user or location. The Check Out process is used to
check assets out from a user or location to another user or location. Check Out and Check In can also be
performed on the handheld unit. To start these processes, select the Check In/Out button. The screen
below will be displayed.

Check Out Process

The Check In/Check Out process is composed of three (3) tabs. The first tab is the Check Out process
as shown below.

File Support Labels Help

ET ? S Lo Asset Tracking Systel & ﬂ
A 1 it L
Assets || CheckiniOut || Reserve Reports Download vl School Edition Log Out Quit
& CheckIn/Out (==
Check Out ‘ H Save ‘ | [:% Save / Print ‘ @ Reset/ Clear % Remove Item |
Check Out (F1) 1 Check In by Asset (F2) T Check In by Person / Location (F3)
& Location " Employee " Student " Faculty " Staff
Barcode: | |:| Location:
| Default Interval-
Due Date: ‘7‘ (days) Time Due:
Note: ‘
Asset Barcode: | |:| Description:
Barcode Description Due Qut Condition Person Location Bin Qty Note

User Name: User, Admin Database: C’\GigaTrak\Asset Tracking Systemwiin_ats.mdb

To check out assets:

e Select a Location or Employee to which the asset will be checked out.

o If desired enter the due date for the return of the Asset. Alternately, you can enter the number of
days the Asset can be checked out in the Default Interval box. The due date will automatically be
calculated.

e Scan the Asset barcode.

o If the Asset is a binned item, a box will appear below the barcode to enter the quantity being
checked out.

The asset checkout information will be displayed in the grid. If an image is assigned to the asset, it will
appear in the image box. To check out another asset to the same location/employee and with the same
due date, scan another asset barcode.

If no scanner is available, you may enter the barcode information into the barcode text boxes and then
press the enter key on the keyboard. You may also select the find button next to the textboxes to display
a list to choose from.
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Items that are entered into the grid by mistake can be removed by selecting the item and clicking the
Remove Item button.

When all desired assets have been checked out, select the Save or the Save/Print button. Selecting the
Save button will save the check out information and clear the check out list. Selecting the Save/Print
button will save the check out information and print the check out report. The system will then clear the
check out list.

To cancel the check out process, select the Reset/Clear button. After confirming you wish to reset the
check out process, the system will clear the check out list without saving it.

Check In Process — By Asset Barcode
To check in an individual asset select the Check In by Asset tab. The screen will change as indicated

below.

File Support Lobels Help

@ (:) @ b Lo Asset Tracking System Cﬁs _ﬂ
a5 -

Assets || CheckinOut | Reserve Reports Download el School Edition Log Out Quit

& Check InfOut ==
Check In l @ Save | C% Save / Print l e Reset ] Clear l % Remove ltem

Check Out (F1) T Check In by Asset (F2) T Check In by Person / Location {F3)

Asset Barcode: I\ E] Description:

From Person /

Description Condition Location

4-Drawer FireKing
Fire-Resistant Lateral File

Excellent Main Office

User Name: User, Admin Databass: C\GigaTrakiAsset Tracking Systemiwin_ats.mdb

To check an asset into storage, scan the asset barcode or enter the asset barcode and then press the
Enter Key on the keyboard. If the asset is a binned item, a box will appear to enter the quantity being
checked in. The check in information will be entered in the list. Condition, Facility, and Storage Location
may be changed. Select the column you wish to change, select the Enter key and pick the new
Condition, Facility, or Storage Location from the list.

When all assets have been checked in, select the Save or the Save/Print button. Selecting the Save
button will save the check in information and clear the check in list. Selecting the Save/Print button will
save the check in information and print the check in report. The system will then clear the check in list.

To cancel the check in process, select the Reset/Clear button. After confirming you wish to reset the
check in process, the system will clear the check in list without saving it.
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To leave the process, select the [X] in the upper right corner of the screen.

Check In can also be performed on the handheld unit.

Check In Process — By Person / Location

To check in assets assigned to either an employee or a location select the Check In by Employee /
Location tab. The screen will change as indicated below.

File Support Labels Help

= = A 2 fo Asset Tracking Syste P F
= (&3] 3
2 & = . School Edition = :
Assets Check In/Out Reserve Reports Download Member Log Out Quit
& CheckIn/Out = |
CheckIn ‘ H Save | L% Save / Print | @ Reset / Clear % Remove ltem
Check Out (F1) 1 Check In by Asset (F2) 1 Check In by Person / Location (F3)
& Location " Employee " Student " Faculty " Staff
Barcode: |L007 [...] Location: Classroom 102
™ Check Al Only checked rows will be checked in | Copy Row |
OR

Scan Asset Barcode: Change Status: A

Chk |Barcode Description Due Return Condition Facility Location Bin Qty | Status
Scope Series 4-Leg Combo

OO0 Ao002 Desk: Right Handed with 3"2,5"2“15 Main School Storage

09:59 AM

Laminate Top
WXGA, 3200 Lumens 3/25/2015

O AD006 Standard Throw Prajector 09:59 AM Excellent Main School Storage

User Name: User, Admin Database: C:\GigaTrakiAsset Tracking Systemiwin_ats.mdb

To check an asset into storage, first select or scan the employee or location ID the items are being
returned from. A listing of all items checked out to the employee/location will be displayed. You can then
click the check box for each line item being returned. If all items are being returned, select the Check All
check box. This will select all of the line items for check in. The Status of all checked line items can be
changed with a single click. Select a new status in the Change Status drop down list. After confirming
the change status message, the new status will appear in the Status column of the grid. The status of a
single line item can also be changed by double clicking the Status column of the line item. Select a new
status from the drop down list that will appear. Binned item quantities can also be changed in the grid if
desired. The Copy Row button is used only for binned items. This is useful if more than one item was
checked out, but one or more of the items was lost or broken and cannot be checked in. Select the bin
item in the grid and select the Copy Row button. An identical row will appear in the grid. Change the Bin
Qty and Status as necessary and check the check box in the first column.

When all assets have been checked in, select the Save or the Save/Print button. Selecting the Save
button will save the check in information and clear the check in list. Selecting the Save/Print button will
save the check in information and print the check in report. The system will then clear the check in list.

To cancel the check in process, select the Reset/Clear button. After confirming you wish to reset the
check in process, the system will clear the check in list without saving it.
To leave the process, select the [X] in the upper right corner of the screen.

Check In can also be performed on the handheld unit.
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Reserving Assets

Reserving Assets is a process used to reserve the use of an asset for a specified period of time. To start
this process, select the Reserve button. The screen below will be displayed, showing all reservations that
fall within the default date range (one month prior to the current date and five months after the current
date).

The Reserve Assets process is composed of two (2) tabs.

File Support Labels Help

=

Assets

e

Check IniQut

=
So

@ ﬁb n Asset Tracking System 4;[1
School Edition e |

Download
Find Reservation (F1) T Resenvation Admin (F2) I

Reserve Reports Member

Bl o P
Quit
==

[ Asset Reservation

Find Reservations

Reservation Type: IAH j

User / Location lm— Name:
Barcode: Phone:

Alt Phone:

Asset Barcode: [All (] Des:
Product Mumber:
Serial Number:

From: [2125/2015  [...| To: [p25/2015  [...|

User / Location Asset From To Priority Notes
No data found

User Name: User, Admin Database: C'\GigaTrakiAsset Tracking Systemwin_ats.mdb

Find Reservation (F1)

The first tab is the Find Reservations process as shown. The find reservation process is used to view the
current reservations for an Asset or User.

The Reservation Type determines the type of reservations to display. Choose from All, Location, or
Employee.

To view the reservations for a User, scan the User barcode into the User Barcode textbox and the
reservations for the User in the date range specified will be listed.

To view the reservations for an Asset, scan the Asset barcode into the Asset Barcode text box and the
reservations for the Asset in the date range specified will be listed.

If no scanner is available, you may also enter the barcode in the barcode text boxes followed by pressing
the Enter key on the keyboard. Another option is to select one of the find buttons, to display a list from
which you may select.

If the Reservation Type is an employee, there will be the E] button to search a list of users. Enter an
employee barcode and select the Extract Data button. If a matching barcode is found, the employee will

Page 32



ATS User Manual

appear in the list. Alternately, you can enter a Last Name and select the Extract Data button. All
employees with the entered last name will appear in the list. Select the user desired and then select the
OK button. You may notice that All is available. If you select all, then the reservations for everyone will
be displayed.

Select the Cancel button to return to the reservation process without selecting a user.

If the Reservation Type is a location, there will be the E] button to search a list of locations. If the
Reservation Type is All, the Find button will be disabled.

If the Reservation Type is an asset, there will be the E] button to search a list of assets. Select the asset
desired, and then select the OK button. You may notice that All is available. If you select all, then the
reservations for all assets will be displayed.

Select the Cancel button to return to the reservation process without selecting an asset.

To change the date range for the reservation list, enter a new date and then select the Enter key or set
the date using the calendar control. The list will change to reflect the new date range.

The Reset button will return the screen to the default settings.

The Purge Reservations button will remove expired reservations from the system. Expired reservations
are those that have a “To Date” that is older than the default “From Date”. They do not appear on the
screen when the Reservation form is opened. They can be displayed by setting the “To Date” back to an
earlier date. A message will appear on the screen to confirm the purge operation. It will also show the
number of reservations that will be removed. Respond “Yes” to the message to remove the records.

I ATS - Asset Tracking System - School Editior

File Suppert Labels Help

P ==
E] x4 &) 2 Se Asset Tracking Systel & B
B © L) & = {
A:sels Cheﬁnl{)nl R;/we Reports Daw@load Member School Edltlon Lo‘;%)nl ﬂ
=

| Asset Reservation

Find Reservation (F1) Reservation Admin (F2)

Reservation Admin

A ta] [ 7 o] [ ooee]

¢ Location  Employee & Student  Faculty  Staff

Student Barcode: ‘ ‘_‘ Name:
— Phone:

From Date:  |3/25/2015 |:| Time: Alt Phone:
ToDate: (252016  [..] Time:

Priority
 High " Medium

Note:

Asset Barcode: ‘7‘ Description:

User Name: User, Admin Database: C)\GigaTrakiAsset Tracking Systemiwin_ats.mdb

Page 33



ATS User Manual

Reservation Admin (F2)

The second tab is the Reservation Admin process, as shown above. The Reservation Admin process is
used to add new reservations and edit or delete existing reservations.

To add a new reservation:

Select the Reservation Admin tab.

Select the Add button, the screen changes as indicated below.
Select the Location or Employee option.

Scan the Location/Employee barcode or select the Find button.
Scan the Asset barcode or select the asset Find button.

Set the date range for the reservation.

If you desire, add a note and set the priority.

Select the Save button to save the reservation. The screen will return to the initial display with the new
reservation information.

To cancel without saving, select the Cancel button. The screen will return to the initial display.

To edit an existing reservation:
e Find the reservation in the Find Reservation process.
e Select the Reservation of interest.
e Select the Reservation Admin tab.
e Select the Edit button.
¢ Modify the information as desired.

Select the Save button to save the reservation. The screen will return to the initial display with the
changed reservation information.

To cancel without saving, select the Cancel button. The screen will return to the initial display.

To delete an existing reservation:
e Find the reservation in the Find Reservation process.
e Select the Reservation Admin tab.
e Select the Delete button.

After verifying the deletion, the system will delete the reservation.

To leave the process, select the [X] in the upper right corner of the screen.

Download Handheld

The system provides for a handheld scanner download process. The user must first configure the PC for
the handheld in use (See Handheld Configuration). The Handheld Configuration screen can be displayed
by choosing the Select Handheld button. The selected handheld device is shown in the blue banner of
the Download screen.

Check in/out records can be mixed with audit records and count records on the handheld unit. When the
unit is downloaded, the records will be shown with the appropriate type displayed. The records displayed
can be limited to a specific type by clicking the appropriate Display Type button.

When a handheld unit is ready for download, select the Download button from the main screen. The form
below is displayed.
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! Asset Download

Asset Download Handheld Device: LXE MX8  Data Dir. \system\
Select Sync 1 Save . : = - View Leg
Q Handheld‘ g Data l& Changes l@ Fomnt l l g_’ Cleay lO depott ,J File
Display Type Yellow Checkbox : Committed item Red Text : Audit Emp / Location does not match expected
: Blue Text : Reserved (High Priority) for a Ermp / Location, or Qty mismatch
@ Al  Audit ¢ Qut  In { Count different Employee
L Last Known Emp /
Chk | Type . Current Emp / Location | Asset | Scan Date Location / Qty | Qty
. Office 101 (ACME . T ki Office 101 (ACME
Audit Administration) A005 - Gray Drafting Chair 9/14/2010 11:13:53 AM Administration)
[ Count al18 - Generic USB Mouse 9/14/2010 11:14:46 AM 23 20
Out  Doe, Mary a011 - Dell 19-inch Flat Panel LCD 9/14/2010 11.45.48 A Snelf 100 (ACME Central
Warehouse)
mT el ot a002 - Black Leather Mid-Back Chair 9/14/2010 11:17:33 AM  Doe. Mary

Warehouse)

Batch handhelds must be loaded with a reference file before they can be used. Dock the handheld to the
host PC and select the Sync Data button. Handhelds should be synced with the PC before each use
to ensure that they have the latest data.

If there are download records stored in the temporary database table, the grid will display the existing
downloaded records. New handheld records can be added as long as the existing download has not
started the commitment process. If commit has been started or the handheld audit is separate from the
existing audit, then the existing records must be completed and cleared from the database prior to
uploading the new handheld records.

To download handheld data:
e Place the handheld in the downloader.
e Select the Sync Data button.
¢ Follow the on-screen instructions.

If the download is successful, the grid will be rebuilt with the new records. If the records were
downloaded successfully but there were some problems, the system will provide a message and the
problems will be documented in a log file. This file can be viewed and printed by selecting the View Log
File button. Note that the log file will be deleted whenever a new Sync Data function is performed.

There could be some erroneous data in the grid. Therefore the system will only commit those records
that have the Chk column checked. During download the system will check those records where the
audited location matches the expected location, however the user may change the value if desired. This
allows the user to control what records will be loaded into the database. If the audited location does not
match the expected location, the text will be displayed in red.

The Save Changes button will save the changes in the Chk column to the temporary audit table in the
database. This does not change any asset data.
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If a checkout record is recorded on the handheld for an item that has a high priority reservation for a
different employee than the one entered on the handheld, the text will be displayed in blue. The Chk
column can be manually checked to allow the checkout of the item to the scanned employee, but this is
not recommended. Always check with the employee who originally reserved the item on the Reservation
screen before allowing the item to be checked out.

The Commit button will save the information in the downloaded records that have been checked to the
permanent portion of the database. The background color of the checkbox will turn yellow after those
records have been committed. The Commit function may be performed several times. Records that were
previously committed will be skipped. Once a Commit function has started, no further downloads will be
accepted from a handheld until the downloaded records are cleared.

IMPORTANT! -- The Commit function changes asset data. A message will appear to alert the user to
sync all handhelds with the PC to update the reference file on the handheld.

The Clear button will remove all records from the temporary download table in the database, making way
for new download information. The system displays a warning message prior to clearing the records.

The Report button will print a report of the records displayed on the grid.

Member

The Member screen is used to:
e Add members to the system,
e Print barcodes for members,
¢ View member information, or
e Limited reporting.

The Member portion is started by selecting the Member button on the main toolbar, which displays the
screen below.

The Member form is composed of two tabs:

e Find Member, and
e Member Information.
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Find Member (F1)

2 u | L] Asset Tracking System ﬁ : .
e PR, S (e S| School Edition Log Out oun

Find Member (F1) Mernber Information (F2)
Find Membaer
o I pilitl & Extract Dota D Print List
Mermber 1D Info Figld 2. [ - ot —
——,—,—,—, — n
Last Name Info Field 3 Q_ |63 parcods Lit
Address: | i Info Field 4 5 spomeer o | | ] priot abor
- e | L Masnbor £l =B
To File
Barcots Member 1D Last Nama Hamos Addross E-mail Catogory oo Fiold 1 Inko Fiald 2 Info Field 3
Double-chick to view Member Infarmation 0 rows found
et ame User, Admn - - _Oatabase L} vm‘rm  Systemiawn_ats ndh
———r = B e —

The different options to search by are:
Barcode

Member ID

Last Name

Address

Category

Info Field

Status

All of these selections are administered under the support menu of the main form. Each is tied to a
member in the member Information tab of this form. Select the parameters of choice and then select the
Extract button to change the member display.

Several key aspects are available on the form. As an example, selecting the Reset button will return all
selections to All. In addition, the Member list can be sorted by one of its columns by clicking on the
heading of that column. A second click will reverse the sort order of the items in the listing.

There are also the functions on the Find Member tab to Print List, Print Barcode List, Print Label, and
Export List to File for members.

Member Information (F2)

Selecting a member and then selecting the Member Information tab, or double-clicking on a Member, will
bring up the Member Information screen below.

Member information with bold text above is required. The available member information is:

e Barcode is the barcode that identifies the member. You must enter the first member’s barcode
number manually in a format that all barcodes will use (i.e. MO0001). The system will then
automatically increment the numerical portion of the barcode number one at a time.

e Member ID is a user defined optional field. The Member ID can be a number referring to a
specific member.
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Last Name is a required field.

Names is a required field. This can be a first name or a name of a group of members.

Address is an optional field.

E-mail is an optional field. This should be collected if connecting with Microsoft Outlook to easily
send out reports or information to a member.

Category is a required field. The categories were defined in the Setup Options.

Info Field 1-4 are optional and can be activated in the Setup Options.

Notes is an optional field.

Administrative actions for a Member are:
e Add a new Member,
Edit an existing Member,
Delete an existing Member,
Copy the Member information to be used in creating a new Member, or
Print Member Information.

Adding a New Member
To Add a new Member, select the Add button. The screen will be changed as indicated below.

£+ | ATS - Asset Tracking System - School Editior

File Support Labels Help

= x4 F LBl Asset Tracking System
B © ) ¥ EX
A\ssets ClleSI:nJOnt Reserve Reports M@mﬂ Member School Edition

-
. Member

Find Member (F1) Member Information (F2)
Member Information

Label

Barcode: ‘ Category: | j ‘ ‘lel" sy

Member ID: | Info Field 1: [

Last Name: ‘ Info Field 2: |

Names: Info Field 3: [

Info Field 4: [

Notes:

Address:

Status

" Active (" Inactive

User Name: User, Admin Database: C:\GigaTrak\Asset Tracking Systemiwin_ats.mdb

All information is cleared and the Save and Cancel buttons appear.

Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the information displayed that was present prior to selecting the Add button.

Editing an Existing Member

To Edit an existing Member, select the Edit button. Change the Member's information as desired.
Information with a bold label is required. Save the Member by selecting the Save button. The screen will
return to the original state with the changed Member information.
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Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the Member information unchanged.

Copying an Existing Member’s Information to a New Member

This is one of the most helpful features when multiple members needs to be entered. To Copy an
existing Member's information to use in creating a new member, select the Copy button. The Category
and any entered Info Field’s will be copied to the new member and the Save and Cancel buttons appear.

The system will automatically generate a unique barcode for the member. If this barcode is
unacceptable, it can be typed over by the user. Change the Member's information as desired and add the
new barcode. Save the Member by selecting the Save button, the screen will return to the original state
with the new Member information.

Cancel the process without saving by selecting the Cancel button. The screen will return to the original
state with the Member information unchanged.

To Delete an existing Member, select the Delete button. After asking if you are sure, the system will
delete the member.

To print a member’s information, simply go to the member you want to print and select Print Member Info.

To leave the process, select the [X] in the upper right corner of the screen.
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Change Password

A user currently logged into ATS may change their password at any time. Select Change Password from
the File menu and the screen shown appears.

{1 Change Password

% |

Change PasswordL}

Enter current User Name and Password.
Then follow the on-screen instructions.

User Name:
Password:

Change Password

Type in your current user name and password and then select the Change password button.
The screen changes as indicated.
Passwords must be at least 5 characters but no greater that 10 characters long.

Type in your new password and then select the Change Password button.

£ Change Password [52]

Change Password

Enter current User Name and Password.
Then follow the on-screen instructions.

Enter New Password:
Change Password

Type in your new password again. If the password matches the new password you typed earlier, the
system will save the new password and the Change Password screen will disappear.

If the password does not match the password typed in earlier, the system will state the passwords do not
match and ask if you wish to try again,

If you answer yes, the screen will be returned to the state above and you may try to type the second
password again.

At any time during the process, the user may select the [XI in the upper right corner of the form to cancel
the process.

Backup / Compact Database #tackup / Compact Databaze =
If you have the Access version of ATS, Compact Backup | Compact Database
Database IS used to perIOdlca”y repalrv CompaCtv and This procedure will repair many database errors as well as reduce
Il datab ize by ing deleted and dupli rds.
baCkup the ATS database :)Ivv?rirlf; also creales;zlfacr(up copy ofll?ee::?.lrr::I database i;el‘;;r *
‘dbbackup’ folder.

It is possible that the Access database can get corrupted. The system will keep the last 3 backup copies of the database.

. . The oldest file will be deleted.
Compacting the database may repair the damage. In
add|t|on, a preV|0uS com pact Operat|0n W|I| have Created a To repairicompact the database, click the Compact Database button.
backup of the database that can be used if the current

database is corrupted beyond repair.
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The system will retain three backup copies of the database in the dbbackup folder. Backing up frequently
will minimize the loss of data if the current database is corrupted beyond repair.

MS Access does not automatically remove data that is deleted by the system. Compacting the database
will remove data that has been deleted. This will reduce the size of the database file and improve

performance.

Access to the Backup/Compact screen is only available when the ADMIN login is used. After logging in,
select Backup/Compact Database on the File menu. Then select the Compact Database button.

The system will backup, compact, and repair the database. When complete, the Compact Database

screen will disappear.

To leave the process, select the [XI in the upper right corner of the screen.

Handheld Configuration

The Handheld Configuration screen is used
to select the batch handheld scanner being
used. This version of ATS currently
supports Pocket PC scanners.

To view the Handheld Configuration screen,
click the File menu item and select

D Handheld Cenfiguration &

Handheld Configuration

(Other)
Datalogic Memar

Datalogic Skorpio
Honeywell Dolphin 6100

Intermec CK71 and CM70

Handheld Configuration. LXE X8

Pocket PC devices require Microsoft
ActiveSync (Windows XP) or Windows
Mobile Device Center (Windows Vista or
Windows 7) to communicate with ATS.

Handheld Data Folder: [\Honeywell\

Enter Date B

Purge History

If you would like to purge all history before a certain
date, you can enter a specific date and then click OK.
WARNING!! Be very careful with this feature, when
you click OK, all tool history records will be purged for |
good.

Al bool higtory records prior to thiz date will be purged.

Pleaze enter a date:

Imports

Several Import Options are now available. Each import has specific instructions included on the import
screen that delineates data formatting requirements along with any special instructions you may need.
Imports are available for the following:

e Import Accounts: Allows the import of account data into the Account Administration table.

e Import Employees: Allows the import of employee data into the Employee Administration
table. The import even allows for the granting of specific access rights to the various
functions in TTS.

e Import Funding Sources: Allows the import of funding source data into the Funding Source
Administration table.

e Import from ToolWatch®: ToolWatch® is a product of ToolWatch Corporation and licensed
and copyrighted specifically for their own purpose. As with any software product, you the user
have specific rights to your own data. We at GigaTrak have been requested to accept data
from ToolWatch® so an import for specific data is made available. You must be careful when
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moving data from one system to another and make sure that all procedures are followed to
avoid data problems. Contact GigaTrak for additional information.

e Import Locations: Allows the import of location data into the Location Administration function.
Careful — Locations are Facility Specific so the data must be accurate.

e Import Master/Catalog Items: Allows the import of master/catalog data from outside sources.
Additional data may be desired but requires user editing after the import is completed.

e Import Tools: If you have spent years managing your inventory in an Excel formatted file, this
can help you save time by importing your existing tool inventory quickly and safely. It is
critical to ensure that the data is accurate and formatted properly to avoid bad data upon

import!

&l Import Tools %

Import Tools

This import is for NEW tools only.
It does NOT update existing tool records.

] »

The column layout of the expected import file is as follows:

“Classification, *Type, "Barcode, *Description, "Storage Facility, *Storage
Location, *Storage Location Barcade, *In Service Date, *Status,

Master {or Catalog), Asset Number, Manufacturer, Model. Serial Number,

Funding Source, Acct Num, Bin, Bin Qty, Cansumable, Container,

Checkout Container Barcode, Checkout Facility, Checkout Location,

Checkout Location Barcode, Checkout Person, Checkout Person Barcode,

Date Out, Due Date, Checkout Bin Qty, Notes, Onginal Value,

Depreciation Type, Depreciation Period (yrs), Salvage Value, Condition, -

Print Instructions
File:

L) Import Employees

Import Employees

This import['s Tor NEVW employees only.
It does NOT update existing employee records.

The column layout of the expected import file is as follows:

*Name, *Barcode, *Facility, Log in Mame, Password, Phone, Alt. Phone,
E-mail, Motes, Master Access, Tool Access, Check In / Out Access,
Transfer Access, Reservation Access, Member Access, Employee Access,
Tool Status Access, Support Access, Maintenance Access, Status

- The file format is TXT (Tab delimited).
- The layout will be based on column position, not column headers.
-Acolumn header row, if detected (based on the words BAR CODE or

‘ - Find File

Backup the database
¢+ (File menu) before
importing new data

o View
¢+ Log File

== Import File

Print Instructions
> Find File

f Backup the database
/= (File menu) before
importing new data

& View
2" Log File

Log In Temporarily

Log in temporarily is a function that is used for a supervisor to
log in to perform some function that the current user may not
perform without the current user having to exit the program.
Select Log In Temporarily under the file menu. The screen at
right will appear. Enter your user name and password, and

then select the Log In button.

Print Screen
Print screen is used to print the current screen that is displayed in the ATS system to the default printer
set for the computer. It will not print the main screen. To print the current screen, select Print Screen

under the File menu.

# Log In Temporarily

Log In Temporarily

Enter your user name and password to temporarily login.

User Name: |

Password: |

% togin
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Label Designer

The Label Designer process is used to design labels for the various processes in the system that prints
barcode labels.

A Label Designer. [’X‘

Label Designer Gustonter Nawa

L
A0

Design Type Current Label Designs

= foset
 Employee

" Lacation

[ Save Az Default Asset Label

Element Options

Tm-| 1 |o/@

Avial 1 12 1 Regular

[~ Wrap Text? [ Center Text?

Data Source

(Label Caption only)
Asget Barcode Label Size
Asset Description (1)
Asset Description (2) Width — Haight
2 1
f\]ﬂ Add to Label

Label Caption
‘ 9 Delete Element Orientation Mode

@ Paortrait

 Landscape & Design (" Print -View

New Delete
l = Desig ] l% i

gn Design

l Save ] I @ Save Deslgn ]
Design Label Frinter. WWPTS3\Erother HL-2170W series

The processes that will print labels are:

e Asset
e Employee
e Location

These processes can be selected in the Design Type section of the form, which is located in the upper
left corner.

To design a label, first select the design type.

The Data Source List will contain the possible fields that may be included in the label. The list on the
example contains the possible data sources for an asset label.

The Current Label Design list will contain any labels that have already been created for the design type.
The list currently contains a sample asset label. When one of these labels is selected, the box on the
right will display the label design, as indicated above for the sample asset label.

To create a new label, select the Design type and then select New Design button. Set the label size
(Width and Height in inches). Set the label orientation (Portrait or Landscape). For Portrait, the height is
vertical on the screen. For Landscape the Height is Horizontal on the screen.

There are 6 different elements that may be placed on the label. They are from left to right: text, barcode,
horizontal line, vertical line, box, and a graphic.
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Label Quick Start

To put the asset barcode on your label as a barcode:
1) In “Element Options” select the barcode button.
2) Inthe “Data Source” list box, select “Asset Barcode”.
3) Click the “Add to Label” button to put it in your label design.
4) Drag the element to the desired position.

To put the asset barcode on your label as a text field:
1) In*“Element Options” select the “T” button.
2) Inthe “Data Source” list box, select “Asset Barcode”.
3) Set the desired Font options.
4) Click the “Add to Label” button to put it in your label design.
5) Drag the element to the desired position.

Adding a Text Element

Select the Text (T) button in the Element Options panel. Select (Label Caption only) in the Data Source
box, and type a label caption in the Label Caption textbox. You can select Wrap Text or Center. To set
the font style and size, click the Font button. Click the Add to Label button. The text element will appear
in the upper left corner of the label design. Drag it to the desired position on the label.

To edit the text caption or font after a text element has been placed in a label design, right click on the
element and choose the option desired.

Adding a Database Field Text Element

In the Data Source box, select the desired database field. You can select Wrap Text or Center. To set
the font style and size, click the Font button. Click the Add to Label button. A sample of the data will
appear in the upper left corner of the label design. Drag it to the desired position on the label. When the
label is printed, the actual data for that field will be printed on the label.

To edit the text caption or font after a database field text element has been placed in a label design, right
click on the element and choose the option desired.

Adding a Barcode Element

Select the Barcode button in the Element Options panel. Select (Label Caption only) in the Data Source
box, and type a label caption in the Label Caption textbox. You can select Center. Select the barcode
font and size desired. Click the Add to Label button. The text will be added to the label in the barcode
font. Drag it to the desired position on the label.

If a database field is needed as a barcode, select the field from the Data Source box, and add it to the
label. When the label is printed, the actual data for that field will be printed on the label as a barcode.

Adding a Horizontal Line Element

Select the Horizontal Line button in the Element Options panel. Click the Add to Label button. A
horizontal line segment will be added to the label design in the upper left-hand corner. Drag it to the
desired position on the label. To change the size of the line, place the mouse cursor over the right end of
the line. When the cursor changes to a double arrow, click and drag the endpoint to the desired length.

Adding a Vertical Line Element

Select the Vertical Line button in the Element Options panel. Click the Add to Label button. A vertical
line segment will be added to the label design in the upper left-hand corner of the label. Drag it to the
desired position on the label. To change the size of the line, place the mouse cursor over the bottom of
the line. When the cursor changes to a double arrow, click and drag the endpoint to the desired length.
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Adding a Box Element

Select the Box button in the Element Options panel. Click the Add to Label button. A box will be added
to the label design in the upper left-hand corner. Drag it to the desired position on the label. To change
the size of the box, place the mouse cursor over the lower right-hand corner of the box. When the cursor
changes to a double arrow, click and drag the endpoint to the desired size.

Adding a Graphic Element

Select the Graphic button in the Element Options panel. Click the Find Graphic File button to find a file
on your computer to place on the label. File types supported are bmp, gif, jpg, wmf, and ico. Click the
Add to Label button. The graphic will be added to the label design in the upper left-hand corner. Drag it
to the desired position on the label.

Graphic elements are resizable. Save the label design before attempting to resize a graphic
element. Right click on the graphic in the label and select Resize Graphic. A Resize Graphic box will
appear above the Label Size box. Enter the desired Height and Width (in inches) and click the OK
button. It may be possible to enter a size that causes the graphic to disappear from the label design. If
this happens, select a different label design. When prompted to save changes, respond NO to the
prompt. Then go back to the label design and try again.

Deleting a Label Element

Select the element to be deleted from the label design. Click the Delete Element button, or press the
Delete key on the keyboard. Elements can also be deleted by right-clicking on the element and selecting
Delete from the popup menu.

Deleting a Label Design
To delete an entire label design, select the design from the Current Label Designs list. Click the Delete
Design button at the bottom of the screen.

Save an Existing Design as a New Design

Time may be saved by copying an existing label design and modifying it. Select the design from the
Current Label Designs list, and click the Save Design As button at the bottom of the screen. Enter a new
design name and click the OK button. Design names must be unique.

Viewing/Printing a Label

The work space on the right-hand side of the screen provides a feel for how your label will print. If you
need to view exactly how your label will print, click on the View button with the Mode setting set to
Design. An exact replica of the label will appear. To print the label on your label printer, change the
Mode setting to Print, enter the number of labels you want to print and click the Print button.

To save a label design as default for a specified process, select the Design Type (process), and select
the label design from the Current Label Designs list. Then select the Save as Default button.

When a label is set as the default label, the word "Default” will appear after the label design.

To leave the process, select the X1 in the upper right corner of the form.
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Label Setup

The Label Setup screen allows the printing of barcode labels in sequence. This feature is only available

for the Asset Design Type. This allows printing of asset barcode labels that can then be attached to
assets, and entered on the Asset Information screen.

A Label Setup

Label Setup
Design Type
2]

" Employee

Current Label Designs

Sample Asset Label (Default)

Test Asset Label

®

Company Name
(o
A001

" Location

Print Label
Sequence

[ Save As Default Asset Label

N

Mode
(]
~ : @ Design © Print

w21
il

Label Printer: WPts3\Brother HL-2170VV series

Any Asset Label design can be chosen, it does not have to be the “Default” design. The label design
must contain the barcode design element or it will not print. Note that if the label design contains an
asset description, the description will be blank. They have not yet been assigned to an asset.

On the Label Setup screen, select the Asset Design Type, then select the Print Label Sequence button.
The screen below will be displayed.

A Label Setup

Label Setup Cempany Name
Current Label Designs i
A001
* 5 Sample AssetLabel (Default) | (R
~ Test Asset Label
&L
I Save As Default Asset Label ]
Print Label Sequence
Prefix  Start Number @ﬂ
| aB [oooos Close
How Many ? \
Printing Status:
e
= 2t & D =
Label Printer: WPts3\Brother HL-2170VV series e

A three (3) character prefix can be entered if desired. The Start Number will initially start at 00000001 but

can be changed to any number desired (up to 8 characters). Enter the number of labels to print in the
How Many box and select the Start button.
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The system will check the barcodes already assigned to assets in the database to be sure that the
barcode to be printed is unique. If it is unique, the label will print. If it is not unique, the number will be
skipped, and the next number in the sequence will be checked. If the number of characters in the Start
Number is incremented beyond 8 characters, a message will be displayed and printing will stop.

After printing starts, a Cancel button will appear. Selecting the cancel button will stop the printing
process. Pressing the Esc key on the keyboard will also stop printing.

The prefix and the last barcode number printed will be saved in the database. These values will then
appear the next time the Print Label Sequence function is used. The Start Number will automatically be
increased to the next value.

To exit the Print Label Sequence function, select the Close button.

Reports
Selecting the Reports button on the main screen displays the screen below.
B Reports |E|
Reports
O Print Report
Select Report I} Report Filters
Asset Assignment by Asset -

Asset Assignment by Class and Type

Asset Assignment by Employee

Asset Assignment by Employee (Split Pages)
Asset Assignment by Employee (With Responsible Locations)
Asset Assignment by Location

Asset Assignment by Location (Split Pages)
Asset Assignment by Storage Location

Asset Assignment Status by Employee
Asset Assignment Status by Location

Asset Depraciation by Class and Type

Asset Depreciation by Facility

Asset Depreciation by Location

Asset History by Employee

Asset History by Location

Asset Summary by Employee

Asset Summary by Location

Asset Value by Class and Type

Asset Value by Employee

Asset Value by Facility

Asset Value by Funding Source

Asset Value by Location

Assets Coming Due in 7 Days -

m

If custom reports are ordered, they will also be listed on this screen.

Select the report of interest and the report filters will appear on the right portion of the screen.

Some reports have an Ignore Due Date greater than a specified date. This is useful if some assets are
checked out to a location or employee over a long period of time, and you do not want these assets to

appear on monthly reports.

After the desired report filters are selected, select the Print Report button. A print preview screen will be
displayed from which the report may be printed.
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Support

GigaTrak provides 90-days of telephone support for ATS from the date of purchase. GigaTrak will advise
on installation issues but the customer is responsible for network and SQL Server installation. Our hours
are 8am to 5pm central time Monday through Friday. During this time you are entitled to any updates or
new releases issued by GigaTrak. By purchasing an extended support one, two or three year agreement,
these services are extended. Onsite support is available at additional cost. Please call 262-657-5500
with any questions.

Software License Agreement

GigaTrak, an lllinois corporation (“GigaTrak), grants to you (“Licensee”) a non-exclusive, non-transferable
(except as otherwise specifically provided herein), perpetual license to use the Software (as herein
defined) solely for Licensee’s internal use, limited to only one PC owned by Licensee (unless otherwise
agreed upon in writing by GigaTrak). The Software consists of GigaTrak’s proprietary standard software
modules and tools, known as Asset Tracking System (ATS), and includes all tangible and intangible
portions thereof, including without limitation machine readable object code, user manual and other
documentation, the look and feel of the software operation, and ideas and concepts contained therein
(herein collectively referred to as the "Software").

Neither this License Agreement nor any of the rights or obligations contained herein shall be assigned,
subleased or otherwise transferred, whether voluntarily, involuntarily, in bankruptcy, by operation of law or
otherwise, by Licensee without the written consent of GigaTrak, which consent shall not unreasonably be
withheld, except to an entity controlled by, controlling or under common control with Licensee or to any
purchaser of or successor to all or substantially all of Licensee’s business; and any attempted
assignment, sublicense or transfer to the contrary shall be null and void and of no effect. All portions of
the Software constitute confidential proprietary information and trade secrets belonging or licensed to
GigaTrak. Licensee shall treat all portions of the Software as confidential and shall not in any manner
disclose or make available all or any portion of the Software to any third party. Licensee shall not copy
any portion of the Software, whether on computer media, hard copy, or otherwise, except as may actually
be necessary for back-up or archival purposes for Licensee’s use of the Software. Licensee shall not
remove any copyright notices included in the Software and shall reproduce the notices on any copy
Licensee may make of any portion of the Software and on the Software transfer and storage media.
Licensee will not, and will not permit others to, decompile, disassemble or reverse engineer any portion of
the Software. Licensee may be liable to GigaTrak for up to ten times the current license fee (or as limited
by state or local laws) of the Software for each occurrence of unlicensed usage that violates this License
Agreement. This does not preclude potential liability for copyright infringement and other legal claims.

Limitations on Warranty and Liability

GigaTrak warrants to Licensee that for a period of ninety (90) days from and after shipment of the
Software to Licensee, or such longer term as stated on the Cover Page hereof and paid for by Licensee
(the “Warranty Period”), all media on which delivered copies of the Software is recorded will be free from
defects in materials and workmanship. GigaTrak's sole and exclusive obligation under this warranty, and
Licensee’s sole and exclusive remedy therefore, shall be, at GigaTrak’s option and free of charge to
Licensee, to repair or replace any item of computer media returned to it by Licensee within the Warranty
Period that GigaTrak reasonably determines to be defective in breach of the foregoing warranty. This
warranty does not cover misuse, abuse, neglect, damage incurred during shipping or storage, or any
modifications by anyone other than an authorized representative of GigaTrak.

Except as expressly provided herein, GIGATRAK MAKES NO EXPRESS OR IMPLIED
REPRESENTATIONS OR WARRANTIES OF ANY KIND OR NATURE WHATSOEVER WITH RESPECT
TO THE SOFTWARE, THE USE OF THE SOFTWARE OR ANY MATTER RELATING THERETO, AND
ALL OTHER WARRANTIES, INCLUDING SPECIFICALLY BUT WITHOUT LIMITATION THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, ARE
HEREBY DISCLAIMED. Licensee acknowledges that the Software may not satisfy all of Licensee’s
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requirements and its operation may not be uninterrupted or error free, and that GigaTrak disclaims any
warranties with respect thereto. Licensee further acknowledges having investigated the Software to its
satisfaction and has determined to its own satisfaction that the Software as described in the associated
documentation is suitable for its purposes, and that the correctness and usability of the output of the
Software is Licensee’s sole responsibility.

GigaTrak's sole and exclusive aggregate monetary liability to Licensee for any matter arising out of this
License Agreement, the Software, or the use of the Software in any manner, whether in contract, tort
(including negligence) or otherwise, and regardless of the nature of the claim or form of action relating
thereto, shall be in no event more than the license fee paid by Licensee hereunder. Notwithstanding the
foregoing, GigaTrak shall not be liable to Licensee for damages for injury, including death, to any person
or for any claims of any kind by a third party.

IN NO EVENT SHALL GIGATRAK BE LIABLE FOR ANY SPECIAL, INCIDENTAL, CONSEQUENTIAL
OR PUNITIVE DAMAGES OF ANY KIND, WHETHER FORESEEN OF FORESEEABLE (INCLUDING
WITHOUT LIMITATION FOR ANY LOSS OF BUSINESS OR PROFITS), EVEN IF GIGATRAK WAS

AWARE OF THE POSSIBILITY OF SUCH DAMAGES, AND REGARDLESS OF WHETHER SUCH
CLAIM IS BASED UPON THEORIES OF CONTRACT OR TORT (INCLUDING STRICT LIABILITY).

The Software and included documentation is subject to change. GigaTrak reserves the right to update,
modify and enhance the Software and documentation without notice.

Installation of the enclosed Software constitutes agreement with these terms and conditions.

© Copyright 2010 by GigaTrak.
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