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ASSET TRACKING SYSTEM
QUICK START GUIDE



Follow the instructions to install the system using the “PC Installation Guide” provided to you. You can
install the system with an Access database (built-in to the system) or with a Sequel Server database
(must be managed separately).

The Registration Form will appear with pre-populated data. To use the system with a demo database
(Access Only), register the information that pre-populates. If you were given a timed demo key or have
purchased the system and received a license key in your Order Acknowledgement Email, copy and
paste your license information over the top of the pre-populated information and register. Upon
registering, the system will unlock the required features and licenses.

If you have registered with an Access database a notification will ask if you would like to start with a
clean database (no data) or continue with the data that is already in the system (demo database or any
information you have entered in to the system). If you have immediately installed with a Sequel Server
back-end, there is no demo database.

Depending on your installation (Access vs. SQL), you will be asked to create a new user or login. If
asked to login, you can use the following credentials

Username: ADMIN
Password: ADMINUSER

Otherwise, create a user login for yourself. This user is automatically given Edit rights to all functions
(except the Setup Options; only Admin has access to the Setup Options).

Go to File>Employee Administration to manually add in New Employees to the system. Press “Add”.
Bolded fields are required. At a minimum, an employee will have First Name, Last Name and Barcode.
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The barcode field can be anything you like as long as it’s unique. If you already have some form of
employee ID number or barcode, you should incorporate it here in the system. If not, you can make up

a barcode (unique set of characters). We recommend between 4-7 characters for a barcode.

Employee Administration

Employee In

First Name:
Last Name:
Middle Initial:

Barcode:
Log in Name:

Password:

(Min. 5 characters)

Phone:
Alt. Phone:
E-mail:

MNotes:

fo

Fﬂ Save

Mark:

Avery

MAVERY

MARK

Ernn

Status

(@ Active
(O Inactive

If the employee will be logging in to the system and performing transactions (on the PC or mobile app),
they will need to be given a login name and password and have their access levels set on the right-

hand side. If the employee will not be logging in but you would like to check items out to them, only

the bolded fields are required.
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After your employees have been entered, it is recommended you create your Facilities and Locations in
the system. Go to Support—=>Facility Administration. Every single Asset must have a facility and storage
location (home location). You will not be able to enter new items without first creating these locations.
Facilities and Locations have a Parent/Child relationship. For example, your House could be a Facility
and all the rooms within your house are specific locations. If you have just a single company location (as
many do), you might enter your company name as a Facility. If you have multiple locations, they will
each be their own Facility. Examples of both are below (one facility vs many).

ki Facility Administration @ [:24 Facility Administration ==
Facility Administration Facility Administration
%—] Add y / Edit % Delete
E:..}:l Add /7 Edit % Delete -
L
Facility
Facility Facility Name Active?
GigaTrak Austin Yes
Facility Name Active? ‘I GigaTrak Chicago Yes
GigaTrak Yes GigaTrak Miami Yes |
GigaTrak New York Yes
Gigatrak San Francisco Yes
Jobs Yes

If you plan on checking assets out to jobsites or classrooms or anything other location, it is
recommended that you create a fictitious facility called “Jobs” or “Classrooms”. This is not a real
building, but it will be used as a placeholder to keep all your jobs/classrooms separate in use with
reporting.

|24 Facility Administration @

Facility Administration

Name: |Jubs|

Address:

City: |
State: l:l

Notes:

Status
@ Active (O Inactive
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Next, we will create specific locations underneath each Facility. Go to Support—=>Location
Administration. If you have entered multiple Facilities, use the drop-down menu to pick the Facility you
wish to add a Location to. Click “Add”. Add in a Location name where your assets are stored. This can
be a very general location like “Storage” or “Warehouse” or “Tool Crib”. The Location must also have a
barcode. You can make up a barcode, put in a pre-printed barcode number or just put in the same thing
as the Location name (example below). Mark this as a Storage Location. Address, Responsible

Individual, and Notes are optional.

=& Location Administration

Location Administration

(@ Add New Facility A Add New Employee

Facility: | GigaTrak Chicago w Responsible Individual:

Notes:

Location: |Warehouse

Barcode: |WAREHOUSE
(O Checkout/Usage Location

Active Inactive

Address:

-
=8 Location Administration

Location Administration

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

Export To File ;fﬂﬂ.,c"a“?&ﬁ?ﬁsg:‘s'b'e Cj Print Barcode List Print Label
Facility: | GigaTrak Chicago v|
Location Barcode Responsible Individual Storage? Active?
Warehouse WAREHOUSE Yes Yes
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Or, you can choose to get more specific with your locations. For example, maybe you would like to
know specifically where in the Warehouse an item is stored. In the example below, | have created many
Storage Locations underneath the “GigaTrak New York Facility” such as aisles, bins, and shelves.

=5 Location Administration @

Location Administration

Y
|f|-.:...:z| Add /7 Edit % Delete

Export To File o Cha“?:dﬁfjﬁg:‘s'b'e () Print Barcode List Print Label
Facility: | GigaTrak New York v|
Location Barcode Responsible Individual Storage? Active? ~
Aisle 4D AISLE4D Yes Yes
Bin 1 BIN1 Yes Yes
Bin 2 BiM2 Yes Yes
Bin 3 BiM3 Yes Yes
File Cabinat A FILE CABINET A Yes Yes
Garage B GARAGEB Yes Yes
IT Storage 5001 Yes Yes
Main Office MO001 Yes Yes
Shelf A SHELFA Yes Yes
Shelf B SHELFB Yes Yes
Shelf C SHELFC Yes Yes
Shelf D SHELFD Yes Yes
Shelf J SHELFJ Yes Yes
SHOPNY SHOPNY Yes Yes
Supply SUPPLY Yes Yes
Yard1 YARDA Yes Yes w

You can have any many Storage Locations as you wish. Each time you enter in a new tool in the
database, you will be asked for its Storage Location.

If you plan on only checking out tools to employees, you are done with the Facilities/Locations.
However, if you plan on checking out items to locations such as jobsites/classrooms etc., you will
need to create checkout/usage locations now.

In Location Administration, using the Facility drop-down menu, pick the ‘Jobs’ Facility. Press “Add”. Put
in your job name and barcode (if you use job numbers or codes, you should use that as the barcode).
This is where an item is being used (not stored) and therefore will be a Checkout/Usage Location.
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7 Location Administration @

Location Administration

[

[ mdd Mew Facility /g Add New Employee

Facility: | Jobs ~ Responsible Individual:  Becker, Joshua ~

Location: |Bell River ‘ Notes:

Barcodes [561231] |
@® Checkout/Usage Location
() Storage Location

Status
@ Active (O Inactive

Address: (6000 Bell River Way
Bell River, WI 53662

=5 Location Administration \EI
Location Administration
I::-.}EI Add “_// Edit % Delete
B o _{;f.‘-j.c"a"ﬂﬁjﬁ'i’:ﬁgl"s'b'e () Print Barcode List Print Label
Facility: |._m ~
Location Barcode Responsible Individual Storage? Active? [
2018566 2018566 Avery, Mark No Yes
Bell River BELLRIVER Becker, Joshua No Yes
Burger King BURGERKING2018 Rivers, Jason No Yes
CVs CVS2018 Bales. Aaron No Yes
Danny's Cafe DANNYSCAFE Matthews, Clay No Yes
David's Insurance DAVIDSIN Johnson, David No Yes
Dental Associates DENTALA1S Packer, Aaron No Yes
Fern Town Hall FERNTOWN Becker, Joshua No Yes
Festival Foods FESTIVAL Avery, Mark No Yes
GigaTrak GIGATRAK123 Frank, Amanda Mo Yes
House Market 201THOUSE Tubman, Harriet No No
Jackson Street JACKSOMN18 Hetzel, Amie No Yes
Johnson Bank JOHNSONBANK Awvery, Mark Mo Yes
Jones Street JONESSTREET Rivers, Jason No Yes
Kay Jewelers KAY2018 Smith, John No Yes
Kmart KMART Poelman, Josh No Yes v

Please note this is only one example of checkout/usage locations. Every situation is different. You may
be checking out to classrooms, or work areas, etc. Every Asset gets stored in a storage location (home
location) and gets checked out to either an employee or checkout/usage location. When it gets checked
back in, it goes back to its storage location.
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STEP 6

Next, you need to create Classifications and Types for your Assets. Classes and Types also have a
Parent/Child relationship. Every single asset MUST have a Classification and Type. Classes and Types
can also be referred to as Categories and Sub-Categories for your assets.

Go to Support—=>Asset Support Administration. The first tab is for creating your Classifications
(Categories) that your assets will be put in to. Remember, you are NOT yet entering real assets in to
the system yet; just creating Categories and Sub-Categories that your assets will get put in to. Just like
Facilities and Locations, you can choose to get very general or very specific with your structuring. Press
“Add” to add in a new Classification. Descriptions are optional. Below, | have a number of different
Classifications. This example focuses on “Computer Equipment”,

[ Asset Support Administration
Asset Support Administration

% Save @ Cancel
Classification (F1) | Type (F2) | User Defined Fields (F3) |  Maintenance (F4)
Classification: ICnmputer Equipment
Description:

Status

@ Active " Inactive
Classification Description Active?
Assets Yes
Binned Yes
Books Yes
Computer Equipment [ [Yes |
Consumables Yes
Documents Yes
Furniture Yes
Heavy Equipment Yes
Software Yes
Tools Yes
Vehicles Yes

Press “Save”.
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Next, go to the F2 (Type) tab to add in a sub-category within “Computer Equipment”. Below, | show a
number of different ‘Types’ under ‘Computer Equipment’.

[ Asset Support Administration
Asset Support Administration

* Add / Edit % Dedete @) Brint List

Classification (F1) | Type (F2) | User Defined Fields (F3) | Maintenance (F4)

Classification: I Computer Equipment j

Type: IDesk‘tups

Description:
Depreciation: |3 Years Status
& Active € Inactive
Type Description Dep. |Active?
Desktops 3 Yes
Handhelds 3 Yes
Laptops 3 Yes
Phones 3 Yes
Printers 2 Yes
Radios b Yes
Tablets 2 Yes

Description and depreciation are optional.

Another example of Classifications and Types is going very general. In the below example, | only have
one Classification and one Type.
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rz’ Asset Suppert Administration

Asset Support Administration

% Add / Edit % Delete Cb Print List

Classification (F1) | Type (F2) | UserDefined Fields (F3) |  Maintenance (F4)

Classification: IAssets

Description:

Status
@ Active € Inactive

Classification Description Active?

m’ Asset Suppert Administration

Asset Support Administration

* Add / Edit % Delete Gi] Print List

Classification (F1) | Type (F2) | User Defined Fields (F3) | Maintenance (F4)
Classification: IAssets j
Type: IAsset Types
Description:
Status

& Active € Inactive

Type Description Active?

Asset Types

Every customer has a different structure for their Classifications and Types. It is up to your company to
decide on how specific or general you get with these. Remember, you are NOT adding in real assets
yet. Just creating Categories and Sub-Categories for your assets to be put in to. These Classifications
and Types will be important filters for narrowing down your assets when you are looking for something
specific. It is recommended that you discuss this structure internally as a group and graph them out on
a piece of paper before adding them in to the system.

You have now finished doing the bare minimum setup and are ready to add in new Tools.
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Click on the Assets icon and go to the F2 tab (Asset Information). Press “Add”. Use the drop-down
menus to pick the Class, Type, Facility, and Storage Location for the Asset. You will also need to enter
in an asset description and barcode. All other information is optional. Press Save. Continue this process
for all assets. For similar assets, you can use the “Copy” function to copy and existing asset and simply
changing the barcode and serial number (as this should be unique to every asset).

Example of an added Asset with the bare minimum information,

t' Assets
Find Asset (F1) Asset Information (F2) Asset Hist
Asset Information

Classification: |Computer Equipment j Barcode: |A281| |||||||||| Print
Label
Type: |Tab|ets j Asset Number: |
Description: [iPAD Mini 4 Condition: | =l &
Madel Mumber: | @
Serial Mumber: | ~ =
Facility: | GigaTrak Corporate - Funding Source: | ] N rﬂ Save
Storage =
Location: |Sh0p J REFTITE | j @ Cancel
In Service Date: |07/02/2019
Primary Data Purchase / Warranty Images & Docs User Defined Data
Note: Binned ltem: ™
Image 2
Unassigned
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Example of an added Asset with all information,

] Assets
Find Asset (F1) Asset Information (F2) Asset History (I
Asset Information

Classification: |CumputerEquipment j Barcode: |A001 ||||"|I|| Print
Label \j
Type: |Tab|ets j Asset Number |1001 4
» Status
Description: [iPad Mini 4 Condiion: | Great B & Active
Model Number: 5200 - e
etire
Serial Number: |9847512  Lost Gil
Facility: |GigaTrak Corporate j Funding Source: |Technu|ugy Budget j P // Edit
Storage - - -
Lm,ﬁgn; | Ganado Shop = Account: | Administration / 1001 | £
In Service Date: |07/02/2017
Primary Data Purchase [ Warranty Images & Docs User Defined Data .
OpY
Purchased |Apple Original Value: |599.00
From: Print

Salvage Value:

Current Value: 183.03

CD Asset

Info

Warranty Expiration Date: [08/01/2021 | ... (S F QEFIALE
Depreciation Period (yrs): |3
Depreciation Type: |Standard Straight Line j

Remember only bolded fields are required.

STEP 8

To move Assets from their home Storage Location to a person OR a checkout/usage location, you will
perform a checkout. Go to the Check In/Out icon. The first tab is for checking Assets out. Using a
corded or Bluetooth USB Scanner, you will first scan the Employee or Location barcode you would like
to check an Asset out to. If you do not have a scanner, you can also enter the barcode manually with
your keyboard. Next, scan or enter the barcode of the asset(s) you would like to checkout. Finally,
press “Save” or “Save/Print”.
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& Check In/Out

Check Out @ Save C%SavelPrim éﬂesellclear E Remove ltem

Check Out (F1) 1 Check In by Asset (F2) 1 Check In by Person / Location (F3)

€ Location € Employee

Barcode: [E001 Employee: Smith, John
) Defautt Intenval: g
Due Date: -5 TimeDue:[

Note: |

Asset Barcode: .| Description:

Change Out Date/Time

Barcode Description Due Out Condition | Person Location Bin Gy _|Note
iPad Mini 4
AQ08 Two Way, Long Range Radio %/ggff\‘ug Poor Smith, John
ADIE iPad Miri 2 forzra® Good Smith, John
A2z Nautiz X2 o’ Great Smith, John
AD3T Hammer Dril forzra® Good Smith, John
ADET Circular Saw ol o Smith, John
ADGT iPhone 10 forzra® Good Smith, John
A079 MacBook Pro forazraet® Good Smith, John

To Check Assets back in to their Home Storage Location, go to the F2 tab labeled “Check In by Asset”.
Scan or enter the barcode of the asset(s) you would like to check back in. Press “Save” or “Save/Print”.

& Check In/Out

Check In @ Save C%SavelPrinl e Reset/ Clear E Remove ltem

Check Out (F1) T Check In by Asset (F2) 1 Check In by Person / Location (F3)

Asset Barcode: | Description

Change In DatefTime

Barcode Description Due Return Condition Facility Location BinQty |From Person/ Status

Location
07/02/2019 -
iPad Mini 4 e GigaTrak Corporate |Warehouse Brown, Hannah
AQ05 iPad Mini 4 Sz Good GigaTrak Corporate Warehouse Bell, Cody
AD18 iPad Mini 2 s;/ggfi‘ug Poor GigaTrak Corporate \Warehouse Brown, Hannah
A026 Nautiz X2 %f ggﬁ",v:g Great GigaTrak Corporate Warehouse Bell, Cody
AD3T Hammer Drill ngggfiﬁ;g Good GigaTrak Corporate VWarehouse Smith, John

STEP 9

There are over 40 canned reports in the system that can be run at any time. The most important
reports are usually the reports that have “Asset Assignment” in the title. Asset Assignment by
Employee and Asset Assignment by Location are the most popular reports depending on if you are
checking out to Employees or Locations. This will only show Assets checked out at that exact moment.

To see what Assets are in Storage and available for checkout, look for the last report on the list titled
“Unassigned Assets by Storage Location”.

These reports are PDF only. However, you can get the exact same report information from the F1 tab
(Find Asset) of the Assets icon by filtering down the information. Use the “Other Search Field” to look
at Assets Assigned to a specific Employee or Location and Extract the data. Anything that is left in the
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grid below can then be exported to a TXT file if needed. (TXT files can then be put in to Excel for easier

iz | Assets ==
Find Asset (F1) 1 Asset on (F2) | Asset History (F3) 1 Asset (F4)
Find Asset
. < . = = =
Facily: [Al -] Classification: [Al =] O rimia
Location: [All -] Type: [Al -]
Funding Source: [ Al - Al E [=) R v Print
] <] User Defined Field 2l AddTolist Bt
Account: [All -] User Data:
Condition [All -~ Status, Retired -~ é Reset T prine Laber
Search Field: [ Assst Barcode = T8zarch Field: [Assigned to Employee Barce -
= Change “%. Export List
Search: Other Search: [E001 Status [ ' ToFile
oot
Barcode Description Asset Number  Model Number Serial Number e e o e DueDate  Funding Source | Acct Num
Location  BinQty | Qty
“Fipad mini 2 Warehouse Administration / 1001
A067 B iPhone 10 1067 X X854125 Warehouse Smith, John Master Budget Sales / 3100
A0T9 B8 MacBook Pro 1079 Al278 AB214V7 Warehouse Smith, John Technology Budget 1T / 1200

For more information on the mobile application, please look to our Client Center for videos and
documentation on usage.

For additional questions not covered in this guide, please contact
or call us at 262-657-5500.
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