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Quick Start Overview

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

1. Tool Classifications, Types, User Defined Fields, and Maintenance

This function allows you to create classifications and types within each classification. Classifications (i.e.

Power Hand Tools) and (sub-) Types (i.e. Drills, Saws, etc.) are used to categorize tools. On the menu bar

select Support forfamitBepport Administratio
System Setup function if desired. See Tool Support Administration in this Manual for more information.

2. Conditions

Add any number of Conditions that you desire (Excellent, Good, Poor, Needs Repair, etc.) This is a
searchable field and can be invaluable to locate equipment needing replacement, etc. See Condition
Administration for more information.

3. Funding Source and Accounts

The Funding Source is a standalone field that can be setup by you to use as needed. The Accounts screen
allows you to tie each Tool to an account number for added filtering. You can also rename the Funding
Source and Account in the System Setup function, if desired. See Funding Source Administration and
Account Administration for more information.

4. Manufacturers

The Manufacturer is a standalone field that can be setup by you to help filter on equipment by
manufacturer. See Manufacturer Administration for more information.

5. Facilities

This function allows you to enter facilities, which are used to organize tool locations. On the menu bar
select Support [ Facility Administration
explanation.

6. Locations

This function allows the user to create locations where tools are stored or to which tools are checked

out. Locations can be classified as “Storage,” “Check Out/Usage,” or “Transfer” locations. Storage
locations are typically where materials are centrally located until checkout. On the menu bar select
Support fratioratnothisdviainisat foioa dtailedation Adminis
explanation.

7. Employees

This function allows you to create users in TTS. A user may be an individual that will be using the TTS
system, or a person to which tools may be checked out. You can also set TTS Access Rights for each user.



On the menu bar select File ] Employee Adr
a detailed explanation. NOTE: The user must be logged in as “Admin” to access this option.

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 htl iPrthis Mesig@ifens. dSeaifediter Assignme
explanation.

9. Label Design

The system allows the user to design labels for tools, locations, and employees. These labels typically

have barcodes and can be used to audit, check in, and check out tools. Several sample label designs are

included and can be modified. You must select a DEFAULT label design before printing is allowed. On the

menu bar select Labels [JLabel Designer.

10. Tools and Master

The tool administration screen allows for the creation and maintenance of tools which are tracked by
this system. On the main button bar select the Tools button. The Master function is used to enter in
common tools in a master data set that can be selected when adding tools — saving time and effort. See
Tool Management in this Manual for a detailed explanation.

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

Backup your database daily!



Getting Started

LogIn

Login

Enter your user name and password to log in.

User Name: ‘

Password: ‘

lif Log In

9]

Registration

Registration

Registered Owner License

Customer IDENT:
License Key: | ‘ | |
l Clear ‘ \ Register ‘ I Cancel ‘

Setup Options

Upon opening the program, the screen at left will appear. You
will be prompted to enter a User Name and Password. If it is the
first time logging in, you will use the Admin User’s data.

The User Name is: ADMIN
The Password is: ADMINUSER

Other users may be added to the system after setup. After users
are entered into the system, they should each log in under their
own User Name and Password.

After logging in as Admin, click File on the menu and select
Registration Form. This step is important because it assigns
licensing rights to you. Entering the information will unlock the
program for your licensed use.

The Four Digit Customer Identifier and the 16 digit License Key
will be provided by Gigatrak when the product is purchased.

After registering your product, click File on the menu and select Setup Options. (The Setup Options can
only be accessed when logged in as Admin, for future reference).

Tool Setup (F1)

This option can be used to change the name of the parameters set to fit your needs. This makes up the

structure of the system.

[ Setup Options

E=l Classification, Type, Facility,

Setup Options
Edition

@ Basic " Pro (" Contractor

Tool Setup (F1)

Rename Classification: ,W
Rename Type: ,Type—
Rename Facility: ’Faci\ity—
Rename Location: ’anatinm—
Rename Funding Source: ’W
Rename Model Number: ’W
Rename Serial Number: ’W
Rename Account: ’ACcuum—
Rename Condition: ’W
Rename Master: |Catalog
Root Image Folder: ,WWHR\DUEWED
Root Document Folder: litl
Custom Report Folder: litl
!Icilai'a‘l-“ Report Logo: litl

Location, and Funding Source are

ﬁOK

Application Settings (F2)

R, Miscell : [Miscell us

Rename Asset Number: |Asset Number
Rename Container: |Container

Report Auto E-mail Setup

SMTPHost [

From E-mail Address: [
SMTP User Name: [
SMTP Password: [

Use SSLTLS: [~

parameters tied to tools. Model
Number, Serial Number, Account,
Condition, Master, Miscellaneous,
Asset Number, and Container can
be renamed to suit your needs.

If you would like to alter any of
the names, type in the desired
value and then click the OK
button.

The root image folder is the
default location for images that
you wish to tie to a tool. If the
image is in the default location,



only the file name is required in the tool screen to identify the image.

The Custom Report Folder is the location for custom report files. 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 reports. You can select a .bmp, .gif, or .jpg file.
To clear a logo after it is selected, click the “Select” button and click Cancel on the selection screen.

Application Settings (F2)
Application Settings control various functions in the tool tracking application.

[ ¥ Setup Options E5  |f Show Depreciation is checked,
Setup Opti .« 4
EEE then the depreciation
Edition — |
& Basic © P Contactor i information will be visible on
Tool Sstup (F1) Application Settings (2) the Tool information screen.
™ Show Depreciation W Auto Commit Downloaded Data upon Sync The TOOI DepFECIatIOH Re po rt
™ Allow Delete Tool & Purge Tool History . X
™ Auto-populate Tool Find tab will also be available on the
rec Preferred Depreciation Type: |Mone J
ascads Master changes 1o Tools - Modi Reports screen. If the checkbox
I Auto-generate Tool Barcode if et blank (MACRS: Modified Accelerated Cost Recovery System) p .
r Dfsp\ay Employee Barcodes before narTﬂes Log In Password Settings |s not checked’ ‘the deprec|at|0n
™ Display Account Numbers before descriptions " Enforce Password Policy . . . ..
Maximum Length of passwords = 10 characters |nf0rmat|0n W|” nOt be V|S|b|e
Minimum number of characters ’_ and the depI‘ECIatIOI’] report Wl”
[v Show Bin Tools Below Reorder Point Report after Log in Minimum number of upper case characters ’_
™ Require Check In before another Check Qut I’lOt be ShOWﬂ .
Minimum number of lower case characters ’_
™ Show Transfer
[~ Allow users to change their password Minimum number of numeric characters ’_ The checkbox can not be
Allow duplicate Asset Numbers (if allowed, Asset Number T T T £ S T ’_
cannot be used for check out / check in) : o o .
Number of attempts before lockout (inactivates user) ’_ CheCkEd untll you accept the
(Blank or zero allows unlimited attempts) popu p DepreCIatIOI’] DISC|aImeI’

(see below).

Depreciation Disclaimer:

The Depreciation Function, including access to formulas used for the computations provided herein, is
provided by GigaTrak solely for your convenience and for illustration purposes only. GigaTrak is not
licensed or qualified to give, and is not providing to you, any legal, tax, financial reporting or
accounting advice. GigaTrak does not guaranty the accuracy of the computations. Furthermore,
GigaTrak can not be aware of any customer’s particular circumstances and GigaTrak does not purport
to keep up to date with any tax, financial reporting or accounting standards or requirements. The
information contained herein is not guaranteed to be correct, complete or up to date. Accordingly,
you should consult with your own legal, tax, financial reporting and accounting advisors. GigaTrak is
not responsible for any loss, injury, claim, liability or damage related to your use of this Depreciation
Function or the output hereof and by your use of this Depreciation Function you waive and release
GigaTrak from any such loss, injury, claim, liability or damage. You use this Depreciation Function at
your own risk and the correctness and usability of the output hereof remains your sole responsibility.

GigaTrak is not licensed or qualified to give, and is not providing to you, any legal, tax, financial
reporting or accounting advice.

After accepting the disclaimer, the Preferred Depreciation Type selection will be enabled. This will be
the default selection when adding new tools on the Tool Information screen.



If Allow Delete Tool & Purge History is checked, then the Delete button will be displayed on the Tool
screen, and the Purge History button will be displayed on the Tool History screen. If the checkbox is not
checked, the Delete button and the Purge buttons will not be displayed.

The Auto-populate Find Tabs will automatically display information when a Find screen is opened. If not
checked, you must “Extract” data first to view a listing.

Cascade Master changes to Tools gives you the option to push any changes from the Master Catalog
function to each respective Tool assigned to the Master Number. CAUTION: Changes to the Master
Catalog may RESET User-Defined data to the values set within the Master Catalog.

The Auto-generate Tool Barcode option creates a new barcode ID when adding new tools IF NO
BARCODE is assigned.

The Display Employee Barcodes before names applies to several report selection filters. If you view
employees primarily by their names, leave this unchecked. If you preferred tracking employees by the
Barcode ID, then check the checkbox.

The same applies to the Display Account Numbers before descriptions. Select how you prefer to view
your report filters here.

The Show Bin Tools Below Reorder Point Report 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.

The Show Transfer option can be activated if you would relocate tools from one Facility/Location to
another. Once you check this and click the OK button, the Transfer tab will appear on the toolbar.

The Allow users to change their password option will give access for users, once they are added into the
system, to change their own password. If not selected, the Admin will be the only one with authority to
create the password or change it for a specific user.

The Allow duplicate Asset Numbers gives the option to have multiple of the same Asset Numbers, but if
selected, the Asset Number field cannot be used for check out/check in of a tool.

The Auto Commit Downloaded Data upon Sync if checked will result in the data from the handheld being
automatically committed to the PC database upon docking the handheld.

On the right side of the Application Settings, there is an area for Log In Password Settings. You can
choose to Enforce Password Policy, choosing a Minimum number of characters, Miminimum number of
upper case characters, Minimum number of lower case characters, Minimum number of numeric
characters, Minimum number of symbols, and Number of attempts before lockout (inactivates users).

To save the changes for both tabs on the screen, select the OK button. A 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 screen without changing any values, select the [Xlin 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.

£ Printer Assignment =]

The Available Printers list will display all the
Printer Assignment printers that are on the Windows printer list.

Available Printers

To select the report printer, select the printer of
e e 2013 z choice and then click the Assign Default Printer

Microsoft XPS Document Wrter ‘ ‘ button. The Default Printer label will indicate the
e T e L i printer you selected. Any reports printed by the
system will be directed to this printer. This does

not affect the windows default printer selection.

l r‘%f Assign Default Printer

r‘%f Assign Label Printer

Default Printer: WPTS3\Brother HL-2170W series . .
To select the label printer, select the printer of

choice and then click 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 default printer to act as the
label printer.

Label Printer: WPTS3\Brother HL-2170W series

Employee Administration

Employees are people that will need to log in to the TTS system ,or people to whom tools are or will be

5e, EmployeeAdministratich @

Employee Administration

[lﬂl-.}: Add] [i Edit] [% Delete]

Employee: | ‘ > Export To File ‘ ‘ © Print Barcode List | ‘ Print Label
Name Barcode Facility Active?
Barmaby, Mike E2s A fYes |
Doe, Mary E002 ACME Administration Yes
Jones, Mike E346 ACME Central Warehouse Yes
Smith, John E001 All Yes
User, Admin ADMIN All Yes

5 rows found




assigned. To manage employees, select Employee Administration under the File menu.

Upon initial setup, the only employee will be the Admin user. You may Add, Edit, or Delete employee
information.

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.

£, - P -
., Employee Administration [=]

Employee Administration

Ei Save @ Cancel
Employee Info Access Levels Assigned Facility
Firslame: | Access Levels
Last Name:| Catal Eml Administrati
atalog mployee Administration
Middle Initial: 3 . ] :
| * No " View " Edit * No " View " Edit
Barcode:
Log in Mame: Tools Tool Status Administration
(Min. 5 characters) X . §
Password: ® No © View " Edit &+ Mo " Edit
(Min. 5 characters)
Phone: | Check In/Out Support Administration
Alt. F'hDﬂEi| & No  Simple  Edi & No © View ¢ Edi
E-mail: |
Naotes: Transfer
- &+ Mo " Edit
[ﬁ
Reserve

* No " View " Edit

Employee Information
Enter the appropriate employee information. A few fields have special requirements:

e The barcode entry must be unique. A barcode for a tool, location, or employee cannot 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 If the employee will be using the TTS system, he will require a Log in Name and Password.
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.



Also, it is a good idea to enter in the email address of the employee, as reports can then be generated
and sent directly to an employees email through the Tool Tracking System.

Employee Access Levels
Once the employee information is entered, set the employee's access level.

There are specific access levels that may be set for each employee. The default access level is for no
access to TTS:
e Master (or Catalog) — applies to activities associated with creating and editing master data.
e Tools - applies to activities associated with creating and editing tool data.
e Check In/Out — applies to activities associated with assigning tools to an individual or
location, or returning tools to storage.
e Transfer — applies to activities associated with transferring tools to facilities.
e Reserve — applies to activities associated with creating and editing tool reservations.
e Employee Administration — applies to activities associated with managing employee
information.
e Tool Status Administration — applies to activities associated with editing tool status.
e Support Administration — applies to activities that support the overall tool process. This will
include managing facilities, locations, tool types, classifications, and conditions.

Select the access levels appropriate for the employee.

Employee Assigned Facility

Select the tab Assigned Facility which is next to the Access Levels tab. If you have multiple
Locations/Facilities, you can select which ones an employee can check out/check in tools from. (The
Facilities are set up in the Facility Administration in the Support menu). You can check All Facility(s) to
allow access to them all, or you can select individual facilities.

L A .. -
£, Employee Administration

Qmployee Administration

Employee Info Access Levels Assigned Facility
First Name: | Assigned Facility
Last N B
ast Name: | ¥ All Facility(s)
Middle Initial:
Chk | Facility
B de:
arcede | ACME Administration
(r.1in|._ggcl-||graN§gr15e}: ACME Central Warehouse
Passwaord: ACME Warehouse 2
(Min. 5 characters)
Phone: |
Alt. Phone: |
E-mail: |
Motes: -




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.

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.

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 a tool or has an outstanding reservation or is involved in a history record, the
system will not allow the employee to be deleted. Set the Status to inactive to prevent further use.

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
Designer 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.

o 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 user 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.

Other File Menu Functions

Backup / Compact Database

If you have the Access version of TTS, Backup / Compact Database is used to periodically repair,
compact, and backup the TTS database.

BlSackun / Cormpact Database = It is possible that the Access database can get corrupted.
Compacting the database may repair the damage. In
This procedure wiI_I repair many database errors a5\_~ell as reduce add|t|0n, a preV|0us CompaCt Operatlon WI” have Created
wilalso croate 2 backup copy of the current database inthe a backup of the database that can be used if the current
"dbbackup’ folder. . .
database is corrupted beyond repair.

Backup / Compact Database

The system will keep the last 3 backup copies of the database.
The oldest file will be deleted.

The system will retain three backup copies of the

To repair/compact the database, click the Compact Database button.

: 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.

To compact the database, select Compact Database under the File menu. Then select the Compact
Database button.

The system will compact, repair, and backup the database and when complete, the Compact Database
screen will disappear.

Change Password
A user currently logged into TTS may change their password at any time. Select Change Password from

the File menu and the screen at left appears. J Change Password X
Change Password%
Type in your current user name and password and then select the Enter current User Name and Password.
Change password button. e
Password:
The screen changes as indicated below.
Passwords must be at least 5 characters but no greater than 10
characters long. L sibes =3
Change Password
Type in your new password and then select the Change Password Enter current User Name and Password.
Then follow the on-screen instructions.
button.
. . . . Enter New Password:
The screen will change as indicated at right.

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.

% Log In Temporarily P

LOg In Temporarily Log In Temporarily
Log in temporarily is a function that is used for a supervisor to

Enter your user name and password to temporarily login.

log in to perform some function that the current user may not
perform without the current user having to exit the program.

User Name: |

Password: |

Select Log In Temporarily under the file menu. The screen at

right will appear. Enter your user name and password, and ———
g pp y p 4 Irg Login
then select the Log In button. \—/

The banner on the main screen will turn red. As long as
someone is temporarily logged into the system these conditions will remain.




When the user temporarily logged in logs out by selecting the Log Out button, the main screen will

return to normal and the original user is the current
user.

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.

Handheld Configuration

Enter Date

All tool history records prior to this date will be purged. oK
Pleaze enter a date: Cancel

The Handheld Configuration screen is used to select the handheld device. This version of TTS currently

supports Windows Pocket PC and CE

U Handheld Configuration

handhelds.

Handheld Configuration

(Other)

Datalogic Memar
Datalogic Skorpio
Intermec CK71 and CHT0
LXE MX8

Handheld Data Folder: [\Honeywell\

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

Pocket PC devices require Microsoft

ActiveSync (for Windows XP) or Windows
Mobile Device Center (for Windows Vista
or Windows 7) to communicate with TTS.

Further instruction on how to use the
Handheld device and configuring it with

later.

Imports

the Tool Tracking System will be discussed

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.
o 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 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.

o Import Tools: If you have spent years managing your inventory in an Excel formatted file,

this can help you save time by

G5 Import Tools

Import Tools

L) Import Employees

Import Employees

>

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

[._m

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

*Classification, *Type, *Barcode. *Description, *Storage Facility, *Storage
Location, "Storage Location Barcode, "In Service Date, "Status,
Master (or Catalog). Asset Number, Manufacturer. Model, Serial Number,

This import [*s Tor NEW employees only.
It does NOT update existing employee records.

The column layout of the expected import file is as follows:
"Mame, "Barcode, *Facility, Log in Name, Password, Phone, Alt. Phone,

E-mail, Motes. Master Access. Tool Access, Check In/ Out Access.
Transfer Access, Reservation Access, Member Access, Employee Access,

Typlcal Funding Source, Acct Num, Bin, Bin Qty, Consumable, Container, Tool Status Access, Support Access, Maintenance Access, Status
Checkout Container Barcode, Checkout Facility, Checkout Location,

examples Of Checkout Location Barcode, Checkout Persan, Checkout Person Barcode, - The file format is TXT (Tab delimited).
. Date Out, Due Date, Checkout Bin Qty, Notes, Original Value, - The layout will be based on column position, not column headers.
|mp0rt5 are Depreciation Type, Depreciation Period (yrs), Salvage Value, Condition, o - A column header row, if detected (based on the words BAR CODE or
shown at

H File: File:
the right. e e

‘ 2 Find File

Backup the database
J% Import File

¢+ (File menu) before
importing new data

D View
¢+ Log File

‘ > Find File

' Backup the database
% Import File

(File menu) before
importing new data

B View
<+ Log File
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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!

Labels Menu Functions

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

The processes that will print labels are:

e Tools,
e Employee Administration, and
e Location Administration.

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.



r -
| Label Designer @

Trama
DymoTest

Label Designer g% Stk
Design Type Current Label Designs E; Mike Bamaby
.. . E002

@

MEAAftendee

" Location

MEAAttendee 2 (Default)
" Tool Sample Employee Label2

[ Save As Default Employee Label

Element Options

Fr | -

Arial : 12 : Regular

|[0/@®)

[~ Wrap Text? [~ Center Text?

Data Source

(Label Caption only)
Employee Barcode Label Size

Employee Name

L
2 1

) =F Add to Label

Label Caption

| % Delete Element Orientation Mode
+ Portrait
& . ~ Pri =
" Landscape Besign R

l B Save l l Fﬂ Save Designl
) Design As Label Printer: ZDesigner TLP 2844

New
l Design

Delete
l X Design

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 Employee label.

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

Label Quick Start

To put the tool barcode on your label as a barcode:

In “Element Options” select the barcode button.

In the “Data Source” list box, select “Tool Barcode”.

Click the “Add to Label” button to put it in your label design.
Drag the element to the desired position.

a0 oo

To put the tool barcode on your label as a text field:

1) In “Element Options” select the “T” button.



2) Inthe “Data Source” list box, select “Tool 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 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.



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.

Save As Default

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.



Help Menu Functions

Check For Update

Access to the Check for Update function is only available when the ADMIN login is used. After logging in,
select Check for Update on the Help menu. You must have a current Support Agreement in place to
download updates. Major updates may require you to contact GigaTrak and receive a special download.

Tools Screen
The Tool management process is started by selecting the Tool button on the main toolbar, which
displays the screen below.
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Find Tool
i 1 [
| Facilty: [All - Catalog [ | e | & primist i
Lecation: [Al ] Classification: [ Al - v .
Furding Source: [ Al - L | Bl AdaToList ‘ ! B 9nm]|.al:‘rm |
Account. [All - T |
e | Labal
Manufacturer. | All fhd | ’ fanet ‘ k it |
Ceaddion: [ All = Status: |All (except Retired) =] | [ Change stans | [ Fupﬂﬂ“l:al 1o I
Search Figkd: [Barcods +|  Cither Search Fiekd: [Al o L )
ot — srrp O S0,
Search Olhier Suaich | 1] mmﬂﬂ
Barcode Description Asset Number  Manufacturer Model Number | Serlal Number | Storage Location g:"o‘t‘f" g;‘ Bin ot Date Out | DueDate  Funding
2 | Shell 200 (ACME Cantral Operatng]
< s [
o007 | Hammar - Bt Pran Stanley HOO001E ‘?‘m,“:f‘ﬁm Contra 40 Cagilal 8
o008 i Hammer - Framing Stanley HOOB0ZE T CME Chnir oy Capital B
T00003 e Milwaukee fiamp Sawzall WEOG00S Milwaukes MKBOOZE Mcusaey et VICHE Cenal Capital 8
T000D4 0 Wdaukes Tamp Sawzall Mitwanshe MKDIOZE MIKZ545. 309453 E‘::::E_ﬁc""" Coniral Cagital B
Mibwaukea 1:2in Magnam Shelf 100 (ACME Central ;
T00001 ™\ Ol 9508 WE00001 Mitwaukee MKOO1E ARSIl e Cagilal B
wey Mitwaukee 1.2in Magnum ) . Shelf 100 (ACME Central i
00002 g B WED0002 Milwaukee MKDOOIE TGN gronoie Capital &
= Shal 100 (ACME Gantral Oparating
00005 -, Salety Glasses - Clear Balle HLODME Waishouss) 12 Masntonn
3 i v
| D?UH.B l_:ll_r:k__lu wew h-:‘l hr_un_»_.y!m!. LI:u % foe wﬁ:md i 8 Imhuld
Mm.ﬁﬁ

The Tool management form is composed of three tabs:

e Find Tool
e Tool Information
e Tool History

Find Tools (F1)
The first tab is used to view tools, print a list of tools, and print tool labels. The list of Tools on the
screen is controlled by the multiple selections on the upper part of the form. These selections are:

e Facility

e Location

e Funding Source
e Account

e Manufacturer
e Condition



e Search (by barcode, asset number, description, in service date, model number, notes, and serial
number)

e Master Number (or Catalog)

e (lassification

e Type

e Status

e Other Search (Binned Tools, Consumable Only, Assigned to Employee Barcode, Assigned to
Location Barcode, and Assigned to Container Barcode)

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

Show Thumbnail Images

If an image is assigned to a tool, a thumbnail picture will be
. . .. . Description Asset Number

displayed in the Description column of the grid. The : _

thumbnail display can be turned on or off by right-clicking in I"’ﬁ Bﬂélﬁ"gfl:f§1” Magnum | \yegg001

the grid and selecting “Show Thumbnail Images” in the “\ T B ShD'NThumbnail Images

popup menu. | Drill 0-850F__ View Image

"M Milwaukee 11amp Sawzall WEQ0004
NOTE: Some images may be incompatible with this

application. This can cause errors when data is extracted on
the Find Tool tab. If errors occur, find a tool that does not have an image (or add a new tool without an
image) and display it in the grid. Right-click the item in the grid, and uncheck Thumbnail Images.

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

Search Field

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

To find a specific Tool by its barcode:

e Select Barcode on the Search Field drop-down list

e Select the Barcode text box (background turns yellow)

e Type in the barcode and select the Enter key on the keyboard, or scan the barcode with a wedge
type barcode scanner attached to the PC

e If the barcode matches that of a tool, the Tool will appear on the list



Add To List

The Add To List button can be used to build a custom list of tools. When selected, it will appear to
remain depressed. When in this mode, tools that are extracted will be added to the list of tools already
shown on the screen, rather than clearing the screen first. You can continue to change the selection
filters and extract the tools you need to build your list. The list can then be printed or exported. Clicking
the Add To List button a second time will return the Extract Data function to its normal mode.

Change Status

The Change Status function is used to change the Status of a g o Y
group of tools all at once. Display and select the tools that you
. Number of selected Tools: 1
want to change. To select multiple Tools, do one of the Change the status of all selected taals ta:
foIIowmg: Select New Status
e Drag the mouse over the Tools desired while holding o Active
down the left mouse button. £ ARaod
e Select the first Tool by left clicking with the mouse. ¥ |
Select the last Tool in a range by holding down the Shift | ¢ Broken I
key and then left clicking on the last Tool. All Tools in )\ CAUTION! This will change the status
between will be selected. J of ALL selected tools!
e Hold down the Control (Ctrl) key and select the Tools you |E - ‘ @ Cancel
wish to change by left clicking on each one with the .
mouse. X

After the tools are selected, click the Change Status button. A screen will appear where you can select a
new Status. Select the new Status and click the OK button.

Change Storage Location

The Change Storage Location function is used to change the storage location of a group of tools all at
once. Display and select the tools that you want to change. \
To select multiple Tools, do one of the following: B e

Number of selected Tools: 1

° Drag the mouse over the Tools desired while holding Change the storage Location of all selected tools to:
down the left mouse button. Facility: | ACME Central Warehouse ~|
e Select the first Tool by left clicking with the mouse.
. . Location: | ERELRIN] =
Select the last Tool in a range by holding down the E i

Shift key and then left clicking on the last Tool. All
Tools in between will be selected.

e Hold down the Control (Ctrl) key and select the
Tools you wish to change by left clicking on each ‘ ﬁ 0K ‘ ‘ @ Cancel
one with the mouse.

L] CAUTION! This will change the storage
= Location of ALL selected tools!

After the tools are selected, click the Change Storage Location button. A screen will appear where you
can select a new Facility and Storage Location. Select the new Facility and Storage Location and click the
OK button.

Print List

To print the Tools in the list, select the Print List button. A report is displayed and if the default printer is
set, the Tools displayed on the screen will be printed when Print is selected. You may also PDF or Email
the report directly.



Print Barcode List

Print Barcode List will print a list of the displayed tool barcodes that can be used for scanning. The list
will include the tool descriptions, model numbers, and serial numbers. When the Print Barcode List
button is selected, a pop-up window will appear where you can set the barcode row height. This allows
you to control the space between barcodes on the list. The minimum row height is 0.5 inch.

Print Tool Label
To print tool labels:

e Select one or more Tools in the list,
e Select the Print Label button.

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

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

o Select the first Tool by left clicking with the mouse. Select the last Tool in a range by holding
down the Shift key and then left clicking on the last Tool. All Tools in between will be selected.

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

Export List To File
Export List To File will export information for the displayed tools to a tab delimited text file.

Tool Information (F2)

Selecting a tool and then selecting the Tool Information tab, or double-clicking on a tool, will bring up
the Tool Information screen below.
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Tool 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 tool information is:

Master Number is a selection to pull down general Tool information from the Master screen
Classification is a method of grouping Tools

Type is a subset of Classification and a second method of grouping Tools

Description is up to 80 characters describing the Tool

Facility is the building in which the Tool is located

Storage Location is the default storage location for the Tool

In Service Date is the date the tool was put into service (defaults to current date)

Barcode is the barcode that identifies the Tool. You must enter the first tool’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. If you are using pre-
printed barcodes, enter the number seen on the barcode.

Asset Number is the tools asset number, up to 30 characters

Condition is the physical condition of the Tool. Condition does not apply to binned items.
Manufacturer is the manufacturer of the tool (data entered on the Manufacturer Administration
screen)

Model is the model number of the Tool

Serial Number is the Serial Number of the Tool

Funding Source is the agency that provided the Tool (User Definable Field)

Account is the account number used to purchase the Tool

Status. An Active tool may be checked out, A Retired Tool may not be checked out.

Primary Data Sub-tab

Note is up to 255 characters of information about the Tool

Container allows other tools to be checked out to the container itself (i.e. tool box)

Binned Item is used for small items that cannot be individually bar coded. If the Binned Item
checkbox is checked, an option will appear to mark the tool as a Consumable. Boxes will also
appear to enter a Storage Bin Quantity and a Reorder Point.

Check Out shows who or where the tool is checked out to (employee or location)

Due Date is the date the Tool is due to be checked in

Purchase / Warr. Sub-tab

Purchased From allows entry of general supplier information
Warrant Expiration Date tracks when a warranty period expires
Depreciation period in years (does not apply to bin items)
0 NOTE: fields relating to Depreciation will not be visible unless the “Show Depreciation’
checkbox is checked on the Setup Options screen.
Depreciation Type. The system will calculate depreciation based on five methods: Standard
Straight Line, MACRS Half-Year, MACRS Mid-Quarter, MACRS Double Declining Half Year, and
MACRS Double Declining Mid Quarter
0 MACRS means Modified Accelerated Cost Recovery System
Original Value is the cost basis for depreciating the Tool
Salvage Value is the remaining value of the tool after it has been fully depreciated
Current Value is the current depreciated value of the Tool (calculated)

J



e Date for Current Value is the date used to calculate the current value
e Miscellaneous is a user definable field that can be used as desired

Images & Docs Sub-tab

e Tool Image is the path to a file that contains a picture of the tool. If the image information is
entered and a file is at the proper location, the picture will be displayed in the area to the right
of the sub-tab section. Double clicking on the image will display a full sized image of the picture.
In addition, linked documents, PDF, URLs, and other related files can be assigned to the Tool.

Binned and Consumable Items

Binned and Consumable items must be selected at the time the tool is entered via the Add button. Due
to the different methods that bin and consumable data is tracked in the system, the Bin selection
cannot be changed with the Edit function.

Binned items are small items that would not be individually bar coded, such as screwdrivers. They
would be located in a common bin with a single barcode. When they are checked out, they are
expected to be returned.

Consumable items are a subset of binned items. Consumables are items that are checked out but not
expected to be returned, such as gloves.

Binned and Consumable items have a Reorder Point. This is the minimum quantity that you want to
keep in inventory. When the Storage Bin Quantity reaches the Reorder Point, the item will appear on
the “Bin Tools Below Reorder Point” report.

Adding a New Tool

To Add a new Tool, select the Add button. All information is cleared and the Save and Cancel buttons
appear. You can pre-enter in information by selecting a Master Number or enter in all information
without referencing the Master Number.

If turned on in System Setup, the system will automatically generate a unique barcode for the tool if the
barcode field is blank. If a specific barcode number is needed, just enter the number manually. Each
barcode number must be unique. Select or enter the required information (bold labels). Enter the non-
required information if desired. Save the Tool by selecting the Save button. The screen will return to the
original state with the new Tool 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 Tool
To Edit an existing Tool, select the Edit button. The Save and Cancel buttons appear.

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

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



Copying an Existing Tool’s Information to a New Tool

This is one of the most helpful features when multiples of the same type of tool needs to be entered. To
Copy an existing Tool's information to use in creating a new tool, 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 system will automatically generate a unique barcode for the tool. If this barcode is unacceptable, it
can be typed over by the user. The barcode entry must be unique. A barcode for a tool, location, or
employee cannot be the same. Change the Tool's information as desired and add the new barcode.
Save the Tool by selecting the Save button, the screen will return to the original state with the new Tool
information.

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

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

Tool History (F3)
Selecting a tool and then selecting the Tool History tab will bring up the Tool History screen below.

i
o
,, w» o | & | @ | of [ @8
Catakog Tools || Check inOut Transfer | Reserve Reports || Dawenload | Lopout ouit |
 Tonls
Fin Toal (F1) Tl Informatsan (F2) Tool History (F3)
Tool History
Barcods [TOGODE. =i
piee r_r_n_cfn_c"________ | = Date: [T2A02014 [ s
Descrigtion’ [Face Shield - Clear | Madel Number: |BLOGKZE
‘ Sorial Murnbr. | ‘il Purge History l
s | - |
From: [ENEERE] [... To [riozots (L] G Pintlist |
Date Type From Ta Condition | Bin Oty Transaction By Check Out Hote

212672015 1226 PM  Hand Held Check gul Shelf 200 Srruth, John Excellent Smith, John

asar Hama: Usar, admn

e

The screen displays the history of the selected tool 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 prior to a specified date, enter the date in the Date text box and then
select the Purge button. All history records prior to the date specified will be delete.

Support Menu Functions

Account Administration

Account Administration is used to keep track of the account numbers that are used to purchase tools.

Account numbers are not required to
use TTS.

To begin the process, select Account
Administration from the Support menu.

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

To Edit an Account, select the Account
of interest and then select the Edit
button. Modify the information as
desired. Select the Save button to save
the Account changes.

To Delete an Account, select the
Account to be deleted and then select

€21 Account Administration [=]

Account Administration

P

[lfl-..]a Add l l‘// Edit l l% Delete

Account Number: |1EIEIDEI

Description: |Engineering Department
) (@]
Account Number Description Active?
10000 Engineering Department
20000 Maintenance Department Yes
30000 Administrative Department Yes

the Delete button. The system will check to see if the account is tied to a tool. If so, the system will not
allow the Account to be deleted. You may inactivate the Account to prevent it from being assigned to a

tool in the future if you desire.

Condition Administration

Schedule Retire

& Condition Administration \EI
Condition Administration
’Ifl-.:-#l Add l l// Edit l I%Delete
0
Condition: ‘Excellent
Description |Near new condition
= r

Condition Description Active?
Good Minimal damage typically cosmetic in nature Yes
Needs Paint Yes
Needs Repair Tools and Equipment requiring repair Yes
Poor Damage with some functional problems Yes
RMA Yes

Yes

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

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).

e Description may be up to 80 characters
long and is not required.




e A Condition set as active may be assigned to a tool.
e A Condition set as inactive will not be available for assignment to a tool.

Setting a Condition to inactive may be useful to reduce clutter when assigning Conditions to tools, 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.

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.

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

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 a tool. 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 tools if you desire.

Facility Administration

Facilities are the upper hierarchy of locations. In ki Facility Administration =
other words, locations are tied to a facility. Due to
this structure, at least one facility is required by

the system. ‘E:-.:-:EI Add ‘ ‘/ Edit ‘ ‘%Delete

To begin the process, select Facility Administration

Facility Administration

Facility
from the Support menu.
Facility Name Active?
" (Unassigned) Yes
To Add a new facility, select the Add button. T ey Yos
o i i ACME Central Warehouse
Facility information consists of: ACME Warehouse 2 Yes
Jensen Repair Yes
e Name may be up to 40 characters and is Jobs Yes
. . . Retired Yes
required. Th'e' Name must be unique (i.e., Sample Inventory -
no other Facilities may have the same Stares Yes
Name). TL345 - Cessna Citation Yes

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

e City may be up to 40 characters long and
is not required.

e State may be up to 2 characters long and
is not required.

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 location
assighment.

e A Facility set as inactive will not be available
for location assignment.

Enter the information as desired. Select the Save
button to save the new Facility.

To Edit a Facility, select the Facility of interest and then ||

select the Edit button. Modify the information as
desired. Select the Save button to save the Facility
changes.

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.

i Facility Administration

Facility Administration

9

Save

l @Canc&l

LETGERHACME Central Warehouse

Address:

442 Central Circle

City: |Eve rywhere

State: W

Zip: |55444

MNotes:

Status

+ Active

" Inactive

Funding Source Administration

Funding Source Administration

Funding Source Administration

‘I::-:lq'—:l Add | L-// Edit | ‘% Delete

Funding Source

|Capita| Budget - Maintenance

(v )
Description Active?
Capital Budget - Maintenance
Operating Budget - Maintenance Yes

Funding Source Administration is used to keep
track of the agency that provided funding for the
tool. The Funding Source is not required to use
TTS. Note that the name “Funding Source” can
be changed on the System Setup screen.

To begin the process, select Funding Source
Administration from the Support menu.

To Add a new Funding Source, select the Add
button. Enter the description, then select the
Save button.

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.

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 a tool. If so, the system
will not allow the Funding Source to be deleted.

You may inactivate the Funding Source to prevent it from being assigned to a tool in the future if you

desire.



Location Administration

Location Administration is used to manage the locations to which tools may be assigned. Select

Location Administration from the Support menu. It displays all the locations that exist in the system that
are tied to the facility selected.

To Add a new Location, select the Facility to which it is to be added and then select the Add button.

=8 Location Adminis

Location Adi

Facility: [A
Location:

Barcode: IE

= Location Administration

Location Administration
Address:

] (7] (R

] ™m0

%, . £ Change Responsible tb . . .
l [ Export To File ] l _{) Individual Print Barcode List Print Label
= T=10VHIACME Central Warehouse] -

Location Barcode Responsible Individual Storage?  Transfer? |Active?

ACME Transfer

Aisle 1 L005 Yes Mo Yes

Aisle 2 L006 Yes Mo Yes

Dock A AWATR No Yes Yes

Jensen Repair LO0B Mo Yes Yes
Lo—— Shelf 100 L003 Yes No Yes

Shelf 200 L004 Yes Mo Yes

Shelf 300 Lo07 Yes Mo No
Location information

consists of:




e Facility, which defaults to the facility selected on the main form but may be changed.

e Location (name) may be up to 50 characters and is required. The Location (name) 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 20 characters long and is required. The barcode is used by scanners to
speed up check in, check out and inventory processes. The barcode entry must be unique. A
barcode for a tool, location, or employee cannot be the same.

e Checkout/Usage Location is a location that tools can be checked out to.

e Storage Location is a location that is used for storage rather than usage.

e Transfer Location is a location that tools transfer to. Only Transfer Locations will be displayed in
the transfer function.

e Responsible Individual is an employee that is responsible for the tools at the location. This is not
required. If the responsible individual is not in the system, you may go directly to the Employee
Administration process by selecting the Add New Employee button.

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

e A Location set as active is available for tool assignment.

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

Enter the information as desired. Select the Save button to save the new Location.

To Edit a Location, select the Facility containing the Location, select the Location of interest and then
select the Edit button. Modify the information as desired. Select the Save button to save the Location
changes.

To Delete a Location, select the Location to be deleted and then select the Delete button. The system
will check to see if a tool 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 a tool from
being assigned to the Location in the future if you desire.

Export List To File
Export To File will export information for the displayed locations to a tab delimited text file.

Change Responsible Individual

Change Responsible Individual will change the responsible individual for all selected locations on the
screen. Display and select the locations that you want to change. To select multiple locations, do one of
the following:

e Dragthe 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 then 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 change by left clicking on
each one with the mouse.

After the locations are selected, click the Change Responsible Individual button. A screen will appear
where you can select a new Employee. Select the new Employee and click the OK button.



Print Barcode List

Print Barcode List will print a list of the displayed location barcodes that can be used for scanning.
When the Print Barcode List button is selected, a pop-up window will appear where you can set the
barcode row height. This allows you to control the space between barcodes on the list. The minimum
row height is 0.5 inch.

Print Location Label

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 Designer 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 Dragthe 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 then 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.



Tool Support Administration
Tool Support Administration is used to administer Classifications and Types.

The Tool Support Administration screen has two (2) tabs: Classification and Type. The names for
Classification and Type may be changed in system Setup Options.

[% Tool Support Administration =]

Tool Support Administration

|I:||-:|..-|EI Add ‘ i-// Edit ‘ ‘% Delete

Classification (F1) Type (F2)

Classification: |Hand Powered Tools

Description: [Portable devices Only
i+ i

Classification Description Active?
Hand Powered Tools Portable devices Only
Hand Tools Yes

gxfety Equipment Yes

Test Equipment Yes

Welding Equipment Yes

Classification (F1)
The first tab is Classification. Tools 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 a tool.

e A Classification set as inactive will not be available for assignment to a tool.

Setting a Classification to inactive may be useful to reduce clutter when assigning Classifications to tools,
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.

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.



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.

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 a tool. 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 tools if you desire.

Type (F2)
Type is a subclass of Classification. Each Classification can have several Types. In addition to grouping
tools under a Type, the Type will also set the default depreciation period for tools assigned to it.

Each Type has a name (Type), Description, and Depreciation period in years.

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)).

e Description may be up to 80 characters long and is not required.

e Depreciation may be up to 255 years and is not required.

e Tools of this Type can be flagged as reservable by checking the checkbox. This will make them
available when using the Reservation function.

e AType set as active may be assigned to a tool.

e AType set as inactive will not be available for assignment to a tool.

Setting a Type to inactive may be useful to reduce clutter when assigning Types to tools, 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.

To add a new Type, select the Add button.

1. Select the appropriate T Tool Support Administration =
Classification for the new Tool Support Administration
5 -IIE—:I\E[)eer the new Type [y ‘ E{’é Add ‘ ‘ ;:// Edit ‘ ‘ % Delete ‘ Cj Print Liﬂ‘
(name), Description, and Classification (F1) Type (F2)
depr‘eCIatlon perIOd Classification: ‘Hand Powered Tools j
. . Type: [Circular Saw
3. Select if the type is vper [Creser 52
ble Description
reserva .
4. Select the Save button to TpemEnn (B Ve . R
=
save the new Type' Type Description Dep. Reservable | Active?
5 [Yes [Yes |
Cordless Drill Battery Powered 5 Yes Yes
Electric Drill Corded Electrical Drill 5 Yes Yes
To edit an existing Type, select the LR S 2 i e
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.

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 a tool. 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 tools if you desire.
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Catalog Tools Check In/Out Transfer Reserve Reports Download

Tool Master Screen (Commonly Referred to as the Catalog)

A very beneficial aspect of TTS is the ability to create a Master listing of standard components used by
your organization. Itis used to ensure that like items are entered into TTS the exact same way. This
helps when searching for tools and items within your inventory. The goal is to establish a standardized
way of entering your equipment and utilizes a “Master Number” to track each tool. A Model Number
can commonly be used as the Master Number since it uniquely identifies the manufacturer and model
being tracked. This master list can also be called a Part Master, Item Master, Lot Number, or other
common term.

File View Support Lsbels Help
D 2 (:) @ CD n Tool Tracking System ﬁ .ﬁ
Catalog Tools Check IniOut Reserve Reports Download Bas"; Edluon Log Out Quit
| [ cotag =
Find Catalog (F1) T Catalog Information (F2)
Find Catalog
" = ion: — =
Manufacturer: | All - Classification: IAII j [ ¢ Q o e 1 j T l
Search Field: | Catalog - Type: | All -
Search: Status: | Active - =) i B Print
[ﬂ Add To List ] ICD Barcode List
“%.  Export List
@ e I 77 "Torile
Catalog Classification Type Description Manufacturer Model Number Status =
2217-20NST ! Test Instrument Digital Multimeter Eﬂlg;:‘z:lwlylu\t\nleter, (D, 0 00 Milwaukee
&
2260-21 ? Test Instrument Thermal Imaging D(Aizz R Az [z Milwaukee 2260-21
244520 = saw Jig Saw D’gzsgﬂd‘“s High Performance  yy.2uiee 244520 |
M12 Fusl 12-Volt Lithium-lon 1
2520-20 ol Saw Reciprocating Cordless Hackzall Reciprocating  Milwaukee 2520-20
Saw
2530-20 P Saw Circular M12 FUEL™ 5-3/8" Circular Saw Milwaukee 2530-20
270220 *§ oo Gordiess M18 112" Compact Brushless iy, oo 270220
Hammer Drill/Driver
2KFY4 ..- Safaty Equipment Dust Mask Muisance Remaoval Dust Mask  Condor 2KFY4
38126 A Hammer Claw prafisman 16 oz Cuned €W g oioman 38126
ammer
Craftsman 16 oz Steel Handle
38523 < Hammer Ball Pein Ball Pein Hammer Craftsman 38523
1/2" Pistol Grip Dual Torque
5378-20 T" Drill Corded Hammer Drill Milwaukee 5378-20 il
Double-click to view Catalog Information 17 rows found
User Name: User, Admin Database: C:\GigaTrakiTool Tracking Systemwin_tis.mdb

Find Master/Catalog (F1)

Two tabs are displayed. The first is the “Find” tab allowing you to filter and view those items within the
master by:



e Manufacturer

Classification

Type

Status

And a search by Master Number, Description, or Model

Several key aspects are available on the form. As an example, selecting the Reset button will return all
selections to All. In addition, the Master 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.

Search Field

Groups of master records can also be displayed by selecting Description in the Search Field dropdown

list, typing words in the Search box, and then selecting the Extract Data button. For example, type the
word “drill” into the box and click Extract Data. Only tools that have the word “drill” in the description
will be displayed.

Add To List

The Add To List button can be used to build a custom list of tools. When selected, it will appear to
remain depressed. When in this mode, tools that are extracted will be added to the list of tools already
shown on the screen, rather than clearing the screen first. You can continue to change the selection
filters and extract the tools you need to build your list. The list can then be printed or exported. Clicking
the Add To List button a second time will return the Extract Data function to its normal mode.

Print List

To print the Tools in the list, select the Print List button. A report is displayed and if the default printer is
set, the Tools displayed on the screen will be printed when Print is selected. You may also PDF or Email
the report directly.

Print Barcode List

Print Barcode List will print a list of the displayed tool barcodes that can be used for scanning. The list
will include the Master Number, Master Barcode, Description, Model, and Status. When the Print
Barcode List button is selected, a pop-up window will appear where you can set the barcode row height.
This allows you to control the space between barcodes on the list. The minimum row height is 0.5 inch.

Export List To File
Export List To File will export information for the displayed tools to a tab delimited text file.

Master/Catalog Information (F2)
Any highlighted Master tool can then be viewed in the Master Information by double-clicking the record
or selecting the tab.



] catalog ()
= —
Find Catalog (F1) Catalog Information (F2)
Catalog Information
Classification: ‘ Hand Powered Tools j Catalog: ‘245[]-22
Type: ‘ Cordless Drill j Manufacturer: ‘ Milwaukee j Previous Hext
Description: [Milwaukee M12 2450-22 cordless Model Number: ‘M12 2450-22
Impact Drivers
Status
& Active " Inactive

Delete

Primary Data Purchase / Warranty Images & Docs User Defined Data

)
Tool Image: ‘MH_\.'\’.‘\UKEE 12 2450-22 CORDLESS IMPACT DRIVER JPG E] a
Attached Images & Documents o

g F 2|z

L. Print
CD Info

CAGIGATRAKNTOOL TRACKING SYS_\MILWAUKEE M12 DRILL SERVICE PARTS LIST PDF
CAGIGATRAKNTOOL TRACKING SYS  \MILWAUKEE M12 DRILL OPERATOR MANUAL PDF

With selected fields included, you are able to standardize the parameters for the Master tool item being
entered. A great time-saving feature!

NOTE: If you edit or change any information in the Master Information, you will be prompted as below:
Do you want to update all matching Tools’ data with the Master Information?
This could result in any custom changes to individual tools to be lost.

This allows any change to be updated in every record tied specifically to this Master Record.

REMEMBER — You only need to add a specific model of tool ONCE in the master. The COPY function just
saves you time to create a similar record but still make appropriate changes to differentiate the tools.

Check In/Check Out Tools Screen

The Check Out process is used to check tools out to an employee or location. The Check In process is
used to check tools into storage from an employee 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.

Check Out (F1)

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



& Check In/Out =3
—

[ c% Save / Print I é Reset/ Clear [ E Remove Item

Check Out (F1) Check In by Tool (F2) Check In by Container / Person / Location (F3)

Check Out [ a Save

(a8 « (a8 L

Barcode: [1003 Location: O'Hare Terminal 2 Construction

Dus Date: [11/20/2014[...] aj;:;“”‘e"‘a“

Mote: |

Tool Barcode: || B Description:
Change Out Date/Time
Barcode Description Due Date  Out Date  Condition Person Facility Location Container Bin Qty |Mi
Milwaukee 1/2in Magnum Drill 11/4/2014 O'Hare Terminal 2
Toooo1 0-2800RPM 20201 g g aw  Cood Jobs Construction
T00003 Milwaukes 10 amp Sawzall Corded  11/20/2014 1 HA2014 o o Jobs JAEE G L

9:26 AM Construction

11/4/2014 O'Hare Terminal 2
— S ---I

To check out tools:

e Select a Container, Location, or Employee to which the tool will be checked out

e If desired, enter the due date for the return of the Tool. Enter a date in the Due Date box, or
enter a Default Interval (humber of days from today)

e Scan the Tool barcode

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

The tool checkout information will be displayed in the grid. To check out another tool to the same
location/employee and with the same due date, scan another tool 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.

Items that are entered into the grid by mistake can be removed by selecting the item and clicking the
Remove Item button.

Once items are displayed in the grid, the Out Date/Time can be changed by clicking the Change Out
Date/Time button. A confirmation box will appear to indicate that the date/time will be changed for ALL
items shown in the grid. Responding “Yes” will display a calendar where you can select the desired date
and time.

When all desired tools have been checked out, select the Save or Save/Print button. The check out
information will be saved and, if Save/Print was selected, the system will ask if you wish to 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 By Tool (F2)
To check in an individual tool, select the Check In by Tool tab. The screen will change as indicated
below.

& CheckIn/Out @
Check In I @ Save [ t% Save / Print [ é Reset [ Clear E Remove ltem ]
Check Out (F1) T Check In by Tool (F2) T Check In by Container / Person / Location (F3)
Tool Barcode: I\ B Description:

Change In Date/Time:

Barcode Description Due Date | In Date Condition Facility Location Bin Qty  From Status Miles Hours
Bumdy Palriot 18 Volt 17412014 ACME Central O'Hare Terminal 2

Hydraulif; Self-Contained 11/20/2014 9:27 AM SGEE Warehause Construction
14-Ton Crimping Tool

To check a tool into storage, scan the tool barcode or enter the tool barcode and then press the Enter
Key on the keyboard. If the tool 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.

Once items are displayed in the grid, the In Date/Time can be changed by clicking the Change In
Date/Time button. A confirmation box will appear to indicate that the date/time will be changed for ALL
items shown in the grid. Responding “Yes” will display a calendar where you can select the desired date
and time.

When all tools have been checked in, select the Save or Save/Print button. The check in information will
be saved and, if Save/Print was selected, the system will ask if you wish to 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.

Check In can also be performed on the handheld unit.

Check In By Container / Person / Location (F3)
To check in tools assigned to either a container, an employee or a location select the Check In by
Container / Person / Location tab. The screen will change as indicated below.



& Check In/Out 5]
—
Check In [ a Save [ C% Save / Print I e Reset/ Clear [ E Remove ltem
Check Qut (F1) 1 Check In by Tool (F2) 1 Check In by Container / Person / Location (F3)
" Container & Location " Employee " Contractor
Barcode: [J003 ] Location: OHare Teminal 2 Construction
[¥ Check All  Only checked rows will be checked in
OR
Scan Tool Barcode: Change Status: -
Change In Date/Time
Chk Barcode Description Due Date | In Date Condition Facility Location Bin Qty | Status Miles Hours
Milwaukee 1/2in Magnum Drill 11/4/2014 ACME Warehouse
T00001 0-2800RPM 1202014 g oaim Goad 5 Shelf 101
Milwaukee 10 amp Sawzall 11/412014 ACME Warehouse
O T00003 Corded 11/20/2014 998 AM Good 9 Shelf 101
Burndy Patriot 18 Valt . o
T00020 Hydraulic SelfContained | 11/20/2014 | 1147201 1 p ojont ACME Central o1t 400
= 9:28 AM Warehouse
14-Ton Crimping Tool
Burndy 18V Hydraulic 1/4/2014 ACME Central
L Self-Contained Cutter 9:28 AM Szt Warehouse SI=TEL
Milwaukee 10 amp Sawzall 11/4/2014 ACME Central
T00085 Corded 9-28 AM MNeeds Repair Warehouse Shelf 100
T00195 B Pz A Sl SR Excellent HCME Warenouse - gpef 101
Milwaukee M12 2450-22 11/4/2014 ACME Central
T00202 cordless Impact Drivers 9:28 AM Excellent Warehouse Shelf 100

To check a tool into storage, first select or scan the container, employee or location barcode the items
are being returned from. A listing of all items checked out to the container/employee/location will be
displayed. You can then click the check box for each line item being returned. Binned item quantities
can also be changed in the grid if desired.

A Check All option box will check or uncheck all checkboxes for each line item listed. Alternately, you
can scan individual tool barcodes to check the checkbox. You can also change the status to Lost or
Broken for any items checked. The change occurs on Save. If someone returns multiple tools but has
lost others, check-in the returned items first and Save. Then, do a new check-in for the individual and
confirm that the remaining items listed are lost. Check All and Change Status to Lost then Save. The
COPY ROW function allows you to split up binned items being returned so that alternate locations can
be assigned. Verify the QUANTITY is correct before saving!

Once items are displayed in the grid, the In Date/Time can be changed by clicking the Change In
Date/Time button. A confirmation box will appear to indicate that the date/time will be changed for ALL
items shown in the grid. Responding “Yes” will display a calendar where you can select the desired date
and time.

When all tools have been checked in, select the Save or Save/Print button. The check in information will
be saved and, if Save/Print was selected the system will ask if you wish to 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.

Check In can also be performed on the handheld unit.



Transfer Tools Screen

Transferring Tools is a process used to relocate tools from one Facility/Location to another. To start this
process, select the Transfer Tools button. Keep in mind that only Facility/Locations designated as a
Transfer Location on the Location Administration screen will be displayed in this form.

Understanding the basic transfer process is important. Just because an originating location transfers
“Out” tools to a destination location does not mean that all of the tools arrive as intended. To manage
this process requires BOTH the sender and receiver to acknowledge the items being transferred. If the
sender lists ten (10) tools that they sent, but the receiver only acknowledges eight (8) tools — two (2)
tools are now unaccounted for. It becomes the responsibility of both parties to resolve the discrepancy.
The remaining two (2) tools will still be shown in the Transfer Out screen of the sender and must be
reconciled at some point. If lost, the best method to correct the problem is to:

1. The sender selects the lost tools in the Cancel Transfer screen and saves the transaction. The
tools are now in the sender’s inventory.

2. The sender then selects the individual record for each lost tool and changes the tool status to
“Lost”. Inventory is now accurate until the lost tools are found.

Transfer Out (F1)

The Transfer Out process allows the user to select a Location Barcode that the selected tools will be
transferred to. Once a location is selected, the user then scans all of the tool barcodes being
transferred. You must enter the quantity being transferred for binned items. CAUTION: When
transferring binned items, the system will try and match up barcode IDs based on the Master ID of the

B8 Transfer =)

[ L‘:% Save / Print I @ Reset / Clear [ E Remove Item

Transfer Out (F1) Cancel Transfer (F2) Transfer In (F3)

Transfer Out l E Save

Checked Out To:

O'Hare Terminal

Loc. Barcode: [AW2TR ] Location: TRANSFER TO AW2 2 Construction
Tool Barcode: || E] Description:
Barcode Description Out Date | Facility Location Bin Qty
M17™ Cordless LITHIUMHON /2" 11/4/2014  ACME Central

T00012 TRAMSFER TO AW2

Hammer Drill Driver Kit 9:33 AM Warehouse

Bumdy Patriot 18 Volt Hydraulic | 11/4/2014 | ACME Central

item being transferred. Adjustments to inventory may be necessary should IDs not match.

Cancel Transfer (F2)

The Cancel Transfer process allows the sender to cancel items being sent, and returns them to
inventory. Select the Cancel Transfer tab on the Transfer form to proceed.



To cancel a transfer, the user needs to first select the destination location where the tools were
“Transferred Out” to. It is important to note that only those inventory items not yet “Transferred In” by
the receiving location will be listed. The user only needs to check off the line items being cancelled and
save the transaction.

Transfer In (F3)

B8 Transfer
Transfer In l @ Save l C% Save / Print I é Reset / Clear l E Remove ltem
Transfer Out (F1) T Cancel Transfer (F2) T Transfer In (F3)
Loc. Barcode: |[AWZTR E] Location: TRANSFER TO AW2

[~ Check Al Only checked rows will be transferred in  Change Location: hd

Chk  Barcode | Description [In Date [Location [Bin Qty |
M17™ Cordless LITHIUM-ION 11/4/2014
O |00tz 172" Hammer Drill Driver Kt~ 9:34 AM

Burndy Patriot 18 Valt
T00020 Hydraulic Self-Contained gﬂi!iﬂ‘i
14-Ton Crimping Tool =

The Transfer In process allows the receiver to acknowledge receipt of transferred items being sent to
their inventory. If all items are receipted, just select Check All and Save. If by chance you desire to
change the receipted location, select the Change Location dropdown. Any checked items will be
relocated to the designated location upon Save.

Reserving Tools Screen

Reserving Tools is a process used to reserve the use of a tool for a specified period of time. To start this
process, select the Reserve button. The screen below will be displayed.

Find Reservations (F1)
The Reserving Tools process is composed of two (2) tabs. The first tab is the Find Reservations process.
This is used to find the

o i current reservations
Find Reservations (F1) T Reservation Admin (F2) for a t00| or
Find Reservations .
Reservton Type: i 3 employee/location.
User / Location |All .. Name: i
i | Lo To view the
At Frons: reservations for a
Tool Barcode: IA\I B Des:
— — Model Pumber User/Location, scan
From: [10/4/2013 To: .
=] ] the User/Location
4 PugeResenations| | harcode into the
User Tool From To Priority Notes

J003 - OHare Terminal 2 Construction |T00012 - M17™ Cordless LITHIUMHON | g1y Use r/Locatlon Ba rCOde

(Jobs) 1/2" Hammer Drill Driver Kit

T00010 - Milwaukee 7-1-4 Right
Circular Saw with QUIK-LOK cord
T00012 - M17™ Cordless LITHIUM-ION
1/2" Hammer Drill Driver Kit

T00009 - MILWAUKEE 7-14 LEFT
BLADE CIRCULAR SAW 10/22/2013  10/29/2013  Medium

E002 - Doe, Mary 9/24/2014  11/5/2014  Medium

E002 - Doe, Mary 123172013 1/3/2014 Low

E001 - Smith, John




textbox and the reservations for the User/Location in the date range specified will be listed.

To view the reservations for a tool, scan the Tool barcode into the Tool Barcode text box and the
reservations for the Tool 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.

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.

Reservation Admin (F2)

Find Reservation (F1) Reservation Admin (F2)
Reservation Admin

|& Add‘ |/ Edit| |%Delete|
L

¢ Location {* Employee

Employee Barcode: ,— D g?;nnee
From Date:  [¥3022015  [..] Time: Alt Phane:
ToDate: [4302015 [..| Tme: [

Priority
" High " Medium  Low

Note:

Tool Barcode: ‘7‘ Description:

User Name: User, Admin Database: C/\GigaTrakiTool Tracking Systemiwrin_tts.mdb

The second tab is the Reservation Admin process. 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.

Scan the Location or Employee barcode or select the Find button.

Scan the Tool barcode or select the tool.

e Set the date and time range for the reservation.

e Select a Priority. High Priority items cannot be checked-out to any person or location except the
one holding the reservation. Low/Medium Priority settings alert the person checking out the
tool if it is to a different location/user than the one holding the reservation.

e |f you desire, add a note and set the priority, then select the Save button.

To edit an existing reservation:

e Find the reservation in the Find Reservation tab,



e Select the Reservation of interest,

Select the Reservation Admin tab,

Select the Edit button,

Modify the information as desired,
Save the reservation.

To delete an existing reservation:

e Find the reservation in the Find Reservation tab,
e Select the Reservation Admin tab,
e Select the Delete button.

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

Reports Button

Each report has a different set of Report Filters that the user can select to create the report results they
desire. When the filters are set, the user then selects the Print Report button. A print preview screen will
be displayed from which the report may be printed, PDF’'d or Email(ed) (only if Microsoft Outlook is
used).



B Reports [ ==

O Print Report

Reports

Select Report Report Filters

Bin Tools Below Reorder Paoint -
Consumable History by Container

Consumable History by Employee
Consumable History by Location

Consumables in Stock by Facility
Consumables in Stock by Location

Expired Warranty by Facility

Expired Warranty in Next 60 Days

Tool Assignment by Class and Type

Tool Assignment by Class, Type and Employee

m

Tool Assignment by Class. Type and Location

Tool Assignment by Container

Tool Assignment by Employee

Tool Assignment by Employee (Split Pages)

Tool Assignment by Employee (With Responsible Locations)
Tool Assignment by Location

Tool Assignment by Location (Split Pages)

Tool Assignment by Storage Location

Tool Assignment by Tool

Tool Assignment Status by Employee

Tool Assignment Status by Location

Tool Audit

Toal Depreciation by Class and Type -

Auto E-Mail Reports

The Tool Assignment and History Reports (see screen above) give you the ability to Auto E-Mail the
report when desired. Select “Email Report(s)” so that each person gets their own email with their
information. Only employees with an email address record will receive their email report.

Other Reports

All other reports follow a similar selection process depending on the report selected. Make sure to
select all settings necessary to generate the report you desire.

Custom Reports
If desired, Gigatrak can provide custom reports at your request. These reports will be quoted separately
and automatically added to the Select Report listing when installed.

TTS Mobile Handheld Application
Two types of handheld applications are available, batch mode and wireless.

Batch vs. Wireless Handhelds

Batch handheld units hold data in a mobile database file that gets transferred back and forth between
the handheld and the host PC. These units will work with both Microsoft Access and Microsoft SQL
Server host databases. The handheld must be docked with the host PC to perform the transfer. The
tool data on the handheld is a snapshot of the data on the host PC. If there are multiple users changing
data on the host database, the handheld data may be outdated in a short period of time. Therefore, it is
important to synchronize the handheld with the host PC often, so that it has current information.

Wireless handheld units communicate with the host database in real time. This requires the host
database to be Microsoft SQL Server. Your facility will have to have a wireless infrastructure in place for
communication. No data is stored on the handheld.



Communication With Host PC
Communication software must be installed on the host computer. Choose the correct software based
on the operating system of the host computer.

Microsoft Active Sync Installation (For Windows XP)

1) Locate a copy of the latest version of Active Sync for your computer system. The correct version is
available from Microsoft’s WEB site. Version 4.5 is the latest from Microsoft as of this printing.

2) Look for the installation file (i.e. activesync_setup.msi) and run it. We recommend that you follow
the installation instructions and accept the standard default settings during your install.

3) Leave Active Sync running to install and connect your handheld computer.

NOTE: Some users may use a single PC to connect multiple handheld computers. If this is the case, it is
best to setup your PC to recognize each handheld as a “Guest”. This avoids having Active Sync loading
shared data from your Outlook and other PC applications. To set all connected handhelds as a Guest,
please double-click and run the provided “GuestOnly.reg” file. It will instantly update your system for
future connections.

Windows Mobile Device Center Installation (For Windows Vista or Windows 7)

1) Locate a copy of the latest version of Windows Mobile Device Center for your computer system.
The correct version is available from Microsoft’s WEB site.

2) Look for the installation file (i.e. drvupdate-x86.exe) and run it. We recommend that you follow the
installation instructions and accept the standard default settings during your install.

Install GigaTrak Handheld Application
The handheld application can be found in the Handheld folder of your installation CD or download.

1) Connect the handheld docking station to your computer (typically a USB connection) and plug in the
AC power cable.

2) Put the handheld in the dock and wait for it to sync with the PC.

3) On the PC, double-click the handheld setup file for the application you are installing (e.g.,
setup_honeywell_hh.exe).

Sync With Host PC
The batch handheld must be synchronized with the Tool Tracking application on the host computer
before it can be used. This will load the current tool information onto the handheld.

1) Start the Tool Tracking application on the host computer and select the Download button.

2) If your handheld device is not displayed on the screen title bar, click the Select Handheld button
and select it.

3) Put the handheld in the dock and wait for it to sync with the PC.

4) Select the Sync Data Automatically button to begin the data transfer. Do not remove the
handheld from the dock until the data transfer is complete.

Sync Manually via SD Card

1) Install the handheld application to the SD card. The SD card will display on the handheld in My
Device as \SDCard (the actual folder name will vary between handheld models.)

2) Remove the SD card from the handheld, and place it into the card reader in the PC. Determine

3) the drive letter assigned to the SD card (i.e. E:\).



4)
5)

6)
7

8)

In TTS on the PC, go to the Download screen, and click Export Data File Manually. Select E:\ and
click OK.

When the process is complete, safely remove the SD card from the PC and re-insert into the
handheld.

Collect your data, and when finished, repeat step 2.

In TTS on the PC, go to the Download screen, and click Import Data File Manually. Select E:\ and
click OK.

Only committed data gets exported back to the handheld. Therefore, Commit the data on the
Download screen and then follow steps 3 and 4 to Export the most recent data back to the
handheld.

Sync Manually with Terminal Services / Citrix

This is an overview of syncing data with the handheld manually. ActiveSync/WMDC running Terminal
Services/Citrix can't sync with a remotely connected handheld. This assumes you already have a data
file on the device and will begin by importing it. (Otherwise, start by exporting the data, later in the
overview.)

1.

Close the TTS software on the handheld. From a PC with a locally connected handheld via
ActiveSync/WMDC (these instructions assume ActiveSync but WMDC works similiarly):

1. Double-click the ActiveSync icon in the system tray. Click Explore. Navigate to the path
containing the TTS database file, tts_mob.sdf, (on an LXE, this is \System. On a Memor,
this is \Backup. On a Honeywell, this is \Honeywell.)

2. Open asecond window that points to a folder that can be accessed via the terminal
server session (i.e. a file server share, local C: drive, etc.)

3. Dragthe tts_mob.sdf file from the handheld window to the other window to copy the
file.

Run the TTS software from the terminal server session. Click Download, then Import Data File
Manually. Point at the folder where the file was copied to. Import the data, and commit as
usual.

After commiting, the new data must be exported back to the handheld. Click Export Data File
Manually, select the same folder that was used for import, overwriting the file.

Essentially, reverse the copy procedure used for import. Switch back to the local PC, and:

1. Double-click the ActiveSync icon in the system tray. Click Explore. Navigate to the path
containing the TTS database file, tts_mob.sdf, (on an LXE, this is \System. On a Memor,
this is \Backup.)

2. Open asecond window that points to a folder that can be accessed via the terminal
server session (i.e. a file server share, local C: drive, etc.)

3. Dragthe tts_mob.sdf file from the server-accessible window to the handheld window to
copy the file.



TTS Handheld Application Functions
The following describes basic operation of the Mobile Tool

Tracking application.

Handheld Application Login

When the handheld application is first started, a user login
will be required. Scan an employee barcode, or type in an
employee barcode and press the Enter key. If the barcode
matches an employee in the data file, the employee name will ||
appear under the scan box, and buttons for the application

functions will appear.

e
g gal:=x
Tool Tracking System

Scan / Enter Employee Barcode:

vw1.24.0

D [roso% |

User: Smith, John

| Check Out | | Check In |

| Audit || countBin |

| Add Mew Toaols | | Identify |

| Azsigh Barcode | | Maintenance |
| Exit |

2014 GigaTrak, All rights reserved,

e
g galr=x

Scan / Enter

Tool Tracking System

wl.24.0

Employee Barcode:

" Log In |

2014 GigaTrak. All rights reserved,

| Exit |

The user barcode is tied to the records recorded by the
handheld. If a different employee uses the handheld, he/she
should enter their barcode before recording records.

Wireless Application Login
When starting the wireless
handheld application for the first
time, you will be prompted to
enter the server name in Admin.
Select the Admin button to display
the Admin screen. You will be
prompted to enter a password
when you select this function. The

password is gigatools. If you are entering the password on the handheld

keypad, be sure you are in alpha mode.

Wireless Application Admin

7 g | WIN-TTS

Admin

SQL Server Name [ 1P Address:

Database Mame: DB User ID;

Password:

| <-Back to Henu | |




Display the on-screen keyboard and enter the SQL Server Name or IP Address, the database name
(typically win_tts), the DB User ID (typically tts_user) and the database password.

Select the Save button when finished. A message will be displayed to indicate that the settings have
been saved. Select the Back to Menu button. Scan or enter your employee barcode to log into the
application. The main menu buttons will be displayed as shown above.

Check Out

The Check Out function is used to assign tools to employees, {.: | Check Out
locations or containers.

Check Dut
Scan the barcode of the employee/location/container thatis | ETPlo¥ee/Location,/Container:
receiving the tools. If the barcode matches a record in the |[';DDZM |
data file, the appropriate name will be displayed under the oe, Hary
scan box. [] bueDate: | |
If a Due Date is desired, check the Due Date checkbox. No Notes I:I

due date will be recorded if the checkbox is not checked. A |]uh is very dirty |

popup calendar can be displayed by selecting the drop-down
. Tool Barcode: | |
arrow, or enter the number of days the employee will have

Tool checked out successfully.

the tool. T00001 - Milwaukee 1,/2in Magnum
Drill 0-2800RPM

Scan the tool barcode. If the barcode matches a record in Last Loc,/Emp;/Cont: O'Hare Terminal 2

the data file, the tool description will be displayed under the | <- Back ko Menu | | Reset

scan box. If the tool is not a binned item, the check out
record is saved. If the tool is a binned item, the Qty box will
appear, with a default quantity of one. Enter the appropriate
guantity and press the Enter key to save the check out record.

Continue to scan the tool barcodes that will be assigned to the employee/location/container.

The Reset button will clear data from the screen without saving it. It will not reset data that has already
been saved.

File Flash Help Check In
: The Check In function is used to return tools from an
Check In employee/location/container back to a storage location.

Change Tool Status: The user can change the Tool Status from a drop-down list at

Tool Barcode: the time of check in. The options are No (change), Lost, or

|Tl]l]l]l]1 | Broken.

TO0001 - Milwaukee 1,/2in Magnum
Drill 0-2800RPM
Last Loc,/Emp,/Cont: Doe, Mary

Scan the tool barcode being returned. If the barcode
matches a record in the data file, the appropriate name will
be displayed under the scan box. The current storage
|EEI!II | location will be displayed. If the tool is being returned to this
Shelf 101 location, just press the Enter key. If it is being returned to a

Mew Storage Location Barcode:

1 data recards

%- Back to Menu |




different storage location, scan the barcode of the new storage location.

If the tool is not a binned item, the check in record is saved. If the tool is a binned item, the Qty box will
appear, with a default quantity of one. Enter the appropriate quantity and press the Enter key to save
the check in record.

If the tool is set up for Miles and/or Hours in the host database, the Miles and/or Hours boxes will
appear, with the current readings filled in. Enter the appropriate values and press the Enter key to save
the check in record.

Continue to scan the tool barcodes that will be checked in from the employee/location/container.

Note: Consumable items cannot be checked in. Scanning the barcode of a consumable item will display
the message “Cannot Check In a Consumable”.

The Reset button will clear data from the screen without saving it. It will not reset data that has already
been saved.

Audit

The Audit function is used to verify tools that have been

checked out to an employee/location/container. Audit
Employee/Location/Container:

Scan the barcode of the employee/location/container that |Jl]l]3 |

is being audited. If the barcode matches a record in the O'Hare Terminal 2 Construction

data file, the appropriate name will be displayed under the Tool Barcode:

scan box, and a list of the tools that are currently assigned || |

to that barcode will appear in the listbox.

. . . TO00Z2Z ~ Burndy 18V Hydraulic Self-Containe
Note: binned tools are not audited, and will not be

displayed.

If you audit a container, scan the barcodes of the tools in
the container. If the scanned barcode matches one of the
barcodes in the list, that item will be removed from the list. 1 data records

Continue to scan the tool barcodes, including barcodes that | <- Back to Menu |

do not appear in the list. When all tools have been scanned,

there may be some items still on the list. Those items can be
reconciled when the data is downloaded back to the host PC.

Count Bin
Tool Barcode: The Reset button will clear data from the screen. Tools that
|Tl]l]5l]ﬂ | were audited will have been saved.
TO00500 - Leather surfaced Work
Gloves Count Bin

Last L E : Shelf 100
ast Loc/Emp © The Count Bin function is used to count the number of

binned items in a storage location.

Quantity: Scan the tool barcode. If the barcode matches a record in
|14I | the data file, the appropriate name will be displayed under

1 data recards

«- Back ko Menu |




the scan box. If the barcode does not match a bin item, the message “Not a binned item” is displayed.

Enter the number of binned items counted for that barcode in the Qty box and press the enter key to
save the record.

The Reset button will clear data from the screen without saving it. It will not reset data that has already
been saved.



Identify

The Identify function is used to display the description of a
tool when the barcode is scanned. It will also show the last
known location or employee that has it. This is only a lookup

function, it does not save data.

Add New Tools

Identify

Tool Barcode:

frooood] |

TOO0DO1 - Milwaukee 1/2in Magnum
Drill 0-2800RPM
Last Loc/Emp: Doe, Mary

1 data recards

«- Back ka Menu

The Add New Tools function is used to add tools that have not been added to the host PC database. You
will be prompted to enter a password when you select this function. The password is gigatools. If you

/ ¢ | add Tools

Add New Tools
Current Emp/Loc,/Container:

[Eoo3 |
Barnaby, Mike

Master Number: [PAT750-LI |
Burndy Patriot 18 ¥Yolt Hydraulic Self-

Mew Tool BC: |TOD249
Accel ¥ (BCS464
Serial #: [6546-464
In Service Date: (11,/04/2014
Loo3|

Storage Loc BC:

| «- Back ko Menu |

are entering the password on the handheld keypad, be sure
you are in alpha mode.

After entering the password, a warning message will be
displayed indicating that the new tool will not be available
for use until the data is downloaded and committed back to
the host PC application.

A Master (or Catalog) Number for the new tool must exist in
the host PC database. You will also need to assign a new tool
barcode to the tool to save the record.

Note that you cannot add new binned items with this
function.

Scan or enter your employee barcode. If the barcode
matches a record in the data file, the appropriate name will
be displayed under the scan box.

Enter a Master Number (or scan a Master Barcode). If the
barcode matches a record in the data file, the appropriate

tool description will be displayed under the scan box.

Scan or enter a new tool barcode. If an existing tool barcode is entered, a message will appear stating
that the tool BC already exists, and ask is you want to check out the tool instead. Responding “Yes” to
the prompt will check out the tool to the employee/location/container shown on the screen.



Asset # and Serial # are optional fields, which can be left blank. When the focus is on the Serial # field,
press the Enter key to save the record. A message will appear at the bottom of the screen to indicate
that the new tool barcode was added successfully.

The Reset button will clear data from the screen without saving it. It will not reset data that has already
been saved.

Assign Barcode (Batch application only)

The Assign Barcode function is used to assign barcodes to
existing tools in the database. You will be prompted to enter
a password when you select this function. The password is
gigatools. If you are entering the password on the handheld
keypad, be sure you are in alpha mode.

,f" | Assign Barcod T o
Assign Barcode
Barcode / Asset # / Serial #:
[Toooo1 |

After entering the password, a warning message will be
displayed indicating that the new tool will not be available
for use until the data is downloaded and committed back to New Barcode:
the host PC application. |Tl]l]14?|

A second warning message will be displayed indicating that if
there is more than one batch handheld, changing a tool
barcode may result in data loss. Download and commit data
from the other handhelds before committing the barcode
change. | <- Back ko Menu | | Reset

Scan the existing tool barcode, asset number, or serial
number. If the barcode matches a record in the data file, the
appropriate name will be displayed under the scan box.

Enter a new barcode. If the new barcode is unique, the data will be saved. If it is not unique, a message
will be displayed prompting you to enter a unique barcode.

The Reset button will clear data from the screen without saving it. It will not reset data that has already
been saved.

Maintenance

f" Maintenance

Maintenance Menu The Maintenance Function allows users to either select a tool
to Send to Maintenance, or record a tool that has been
Return(ed) From Maintenance.

Send To Maintenance

Return From Maintenance




When sending a tool for maintenance the user must scan the tool barcode, select the repair type, pick a
provider, and enter any notes they prefer. The record is then saved and the status set to Out for

Maintenance once downloaded.

Return From ter o} l7||| CH

Return From Maintenance
Tool Barcode: |Tl]l]l]l]1 |
TO0001 - Milwaukee 1,/2in Magnum

Repair Type: |Sal"ety Inspection v|

Handheld maint. - Please check the
Mote:

Replaced the electrical cord.

Tool Status: |ActivE v|

Repair Cosk: |28.5l] |

| %- Back to Menu |

The Return From
Maintenance
allow the user to
scanin items
previously sent for
maintenance and
record the
maintenance

I
I

Send To Maintenance
Tool Barcode: |Tl]l]l]l]l
TO0D001 - Milwaukee 1,/2in Magnum

Repair Type: |5afet'y Inspection v|

Special Instructions:

Inspect to ensure the drill is
operating properly and safely.

Provider: ilwaukee Tools B3

Mote:

Y
-

Check the electrical cord for fraying. L

| <- Back to Menu |

results and the cost of the maintenance. This is then added
to the Maintenance History for the specific tool upon download to the database.

Download Data Back to the Host Application
When you have finished collecting data, the batch handheld must be downloaded back to the host PC

application.

1) Start the Tool Tracking application on the host computer and select the Download button.
2) If your handheld device is not displayed on the screen title bar, click the Select Handheld button

and select it.

3) Put the handheld in the dock and wait for it to sync with the PC.



4) Select the Sync Data Automatically button to begin the data transfer. Do not remove the

handheld from the dock until the data transfer is complete. If checked in the Setup Options to
Auto Commit Downloaded Data upon Sync this step will already be completed and the
information below can be disregarded.

B Download =
Download Select Handheld Handheld Device: Honeywell Dolphin 6100 Data Dir: \Honeywelly
Import Data Sync Data Export Data Save = § i, ? g = =
| File Manually | g B ically ‘ File M Iy <] Changes Commit §' Clear O Report /J View Log File
Display Type Yelow Blue Text: Reserved (High Priority) fora  Red Text: Audit Emp / Location / Cont does not
Checkbox: different Emp / Location match expected Emp / Location / Cont, or Qty
@Al C Audit COut Cin © Count © New C Edit Committed item mismatch
Current Emp / Location / Last Known Emp /
Chk| Type Cont Tool Scan Date ez B Qty Status Change Scanned By
O'Hare Terminal 2 T00020 - Burndy Patriot 18 Volt Hydraulic Iy p— O'Hare Terminal 2
Audit Construction (Jobs) Self-Contained 14-Ton Crimping Tool 1732014 03:27:04 PM Construction {Jobs) Smith, John
.. OHare Terminal 2 s O'Hare Terminal 2
Audit Construction (Jobs) T00035 - Dell XT Laptop 1/3/2014 03:27:07 PM G ) Smith, John
T00001 - Milwaukee 1/2in Magnum Drill e Shelf 101 (ACME
Qut Bamaby, Mike 0-2800RPM 11/3/2014 01:13:29 PM Warehouse 2) Smith, John
Out  Bamaby, Mike T00003 - Milwaukee 10 amp Sawzall Corded  11/3/2014 011334 py Snelf 101 (ACME Smith, John ;
Warehouse 2) 3
Out  Bamaby, Mike T00008 - Hammer - Framing /302014 01:-13:54 pp Aist® 1 (ACME Central 1 Smith, John
Warehouse)
T00009 - MILWAUKEE 7-1-4 LEFT BLADE . Shelf 100 (ACME Central
QOut Bamaby, Mike CIRCULAR SAW 11/3/2014 01:14:22 PM Warshouse) Smith, John
R ™ ¥ e
Out  Bamaby, Mike T00011 - M18™ Cordless LITHIUM-ON 314" SDS 4455044 01.44.24 P Large Rolling Tool Box Smith, John
Plus Rotary Hammer Kit
Audit  Bamaby, Mike o A TR BT 11/3/2014 02:22:48 PM  Barnaby, Mike Smith, John
Audit  Bamaby. Mike T00003 - Milwaukee 10 amp Sawzall Corded 11/3/2014 02:22°50 PM Barnaby, Mike Smith, John
2 q T00009 - MILWAUKEE 7-1-4 LEFT BLADE = === O'Hare Terminal 2
[0 Audit Bamaby, Mike CIRCULAR SAW 11/3/2014 02:22:53 PM Construction {Jobs) Smith, John
- - T00011 - M18™ Cordless LITHIUM-ION 3/4" SDS .. cuanss anan - co.  O'Hare Terminal 2 - S
« ’
13 rows found

The data collected on the handheld will be displayed on the screen. At this point, none of the tool data
has been changed in the host database. Click the Commit button to commit the data to the host
database. Only the rows that are checked in the first column will be committed. The user can check or
uncheck the checkboxes as appropriate. This will prevent bad data from being committed to the
database.

Some data can be modified before using the Commit function. For a count record, the Qty counted can
be changed by double-clicking the Qty. For a check in record, the Status can be changed by double-
clicking the Status Change column and selecting from the dropdown list. Be sure to check the checkbox
in the first column if you want the data to be changed.

After the Commit function has been performed, it changes data in the host database. The background
of the checkbox will turn yellow for committed items. All handhelds should be synced with the host to
update the data on the handhelds.




Download Screen

The system provides a function for a batch handheld scanner. The user must first configure the PC for
the handheld in use. Click the Select Handheld button on the Download screen to select the handheld
device you are using. You can also select Handheld Configuration on the File menu to select a handheld.

L Download [

Download Select Handheld | Handheld Device: Honeywell Dolphin 6100 Data Dir: \Honeywell\

Import Data File Sync Data Export Data File Save 5 - §
Manually B Automatically Manually Changes @ LU | i' U O aetol | Vs Lo e
Display Type Yellow Checkbox: Committed item
@RE Cou Cin  Count " New ¢ Edit | First Record Download Date: Blus Text: Reserved (High Friority) for a different Emp /
Location
Display Maint :“5"‘"'5':‘:‘ ‘ Red Text: Audit Emp / Location / Cont does not match
B G © Maintenance | | °tReaured expected Emp / Location / Cont, or Qty mismatch
Current Emp / Location / Last Known Emp / Status Change =
(|5 wre T e SECOEE | b e QY | in and Audit only) S etz
O'Hare Terminal 2 11/4/2014 O'Hare Terminal 2
Out Construction (Jobs) T00003 - Milwaukee 10 amp Sawzall Corded 058:33 PM Construction {Jobs)
O'Hare Terminal 2 11/4/2014 Aisle 1 (ACME Central
e e (Jobs) TLLES =Tz =FETTE 05:33 PM Warehouse) L
O'Hare Terminal 2 T00009 - MILWWAUKEE 7-1-4 LEFT BLADE 11/4/2014 "
Out  Construction (Jobs) CIRCULAR SAW 06:33 PM Barnaby, Mike
O'Hare Terminal 2 T00011 - M18™ Cordless LITHIUM-ON 3/4" SDS  11/4/2014
e Construction (Jobs) Plus Rotary Hammer Kit 05:33 PM BT (M

»

4 rows found

The mobile Tool Tracking application must be installed on the handheld (See TTS Mobile Handheld
Application).

Before using the handheld, it must be synced with the PC application to transfer data to the handheld.
Dock the handheld to the PC and select the Sync Data Automatically button on the Download screen.
Handhelds should be synced with the PC before each use to ensure that they have the latest data.

To sync data manually, see the TTS Mobile Handheld Application section in this manual.

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. Dock
the handheld to the PC and select the Sync Data Automatically button. If a memory card is being used,
insert the card into the PC card reader and select the Import Data File Manually button.

If the download is successful, the system will display a successful message and 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.

If there are audit records stored in the temporary database table, the grid will display the existing audit
records. If the handheld contains records that are part of the existing audit, you may add its records to




the existing audit as long as the existing audit has not started the commitment process. If commit has
been started or the handheld audit is separate from the existing audit, then the existing audit must be
completed and cleared from the database prior to uploading the new audit records.

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.

Commit Download Data to the Database

There could be some erroneous data in the grid. Therefore the system will only commit those records
that have the Chk column checked. This allows the user to control what records will be loaded into the
database.

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 tool data.

The Commit button will save the information in the audit 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. An audit may be committed several times. Records that were previously
committed will be skipped. Once an audit has started the commitment process, no further downloads
will be accepted from a handheld until the audit records are cleared.

IMPORTANT! -- The Commit function changes tool 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 audit table in the database, making way for
new audit 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.

Support

GigaTrak provides 90-days of telephone support for TTS 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 9am 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 Option 2 with any questions.



	Quick Start Overview
	Getting Started
	Registration
	Setup Options
	Tool Setup (F1)
	Application Settings (F2)

	Printer Assignment
	Employee Administration
	Employee Information
	Employee Access Levels
	Employee Assigned Facility

	Other File Menu Functions
	Backup / Compact Database
	Change Password
	Log In Temporarily
	Purge History
	Handheld Configuration
	Imports

	Labels Menu Functions
	Label Designer
	Label Quick Start

	Help Menu Functions
	Check For Update

	Tools Screen
	Find Tools (F1)
	Show Thumbnail Images
	Search Field
	Add To List
	Change Status
	Change Storage Location
	Print List
	Print Barcode List
	Print Tool Label
	Export List To File

	Tool Information (F2)
	Primary Data Sub-tab
	Purchase / Warr. Sub-tab
	Images & Docs Sub-tab
	Binned and Consumable Items
	Adding a New Tool
	Editing an Existing Tool
	Copying an Existing Tool’s Information to a New Tool

	Tool History (F3)

	Support Menu Functions
	Account Administration
	Condition Administration
	Facility Administration
	Funding Source Administration
	Location Administration
	Export List To File
	Change Responsible Individual
	Print Barcode List
	Print Location Label

	Tool Support Administration
	Classification (F1)
	Type (F2)


	Tool Master Screen (Commonly Referred to as the Catalog)
	Find Master/Catalog (F1)
	Search Field
	Add To List
	Print List
	Print Barcode List
	Export List To File

	Master/Catalog Information (F2)

	Check In/Check Out Tools Screen
	Check Out (F1)
	Check In By Tool (F2)
	Check In By Container / Person / Location (F3)

	Transfer Tools Screen
	Transfer Out (F1)
	Cancel Transfer (F2)
	Transfer In (F3)

	Reserving Tools Screen
	Find Reservations (F1)
	Reservation Admin (F2)

	Reports Button
	Auto E-Mail Reports
	Other Reports
	Custom Reports

	TTS Mobile Handheld Application
	Batch vs. Wireless Handhelds
	Communication With Host PC
	Microsoft Active Sync Installation (For Windows XP)
	Windows Mobile Device Center Installation (For Windows Vista or Windows 7)

	Install GigaTrak Handheld Application
	Sync With Host PC
	Sync Manually via SD Card
	Sync Manually with Terminal Services / Citrix

	TTS Handheld Application Functions
	Handheld Application Login
	Wireless Application Login
	Wireless Application Admin
	Check Out
	Check In
	Audit
	Count Bin
	Identify
	Add New Tools
	Assign Barcode (Batch application only)
	Maintenance

	Download Data Back to the Host Application
	Download Screen
	Commit Download Data to the Database

	Support

