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Asset tracking solutions from Rosistem are designed to help your organization manage valuable
assets efficiently and affordably. Rosistem Assets solutions allow you to instantly locate any asset,
eliminating wasted time spent searching for missing items and unnecessary expenditures to
replace lost assets. The intuitively designed, easy-to-use software keeps the information you need
at your fingertips, without unnecessary complexity.

Use Rosistem Assets to track IT assets, vehicles, furniture, tools, medical equipment, and more.
Rosistem asset tracking solutions are ideal for managing assets in government and educational
agencies, healthcare organizations, and small to medium businesses.
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1

Getting Started

The following steps will get you started using this software both on the PC and on your mobile

device(s). Click on the links provided below to see the Help topics necessary to perform each step.

Rosistem Assets

a o

[u]
1.1}

|

Alerts Lontents

Logout Optionz About
List Assets -
M anagement ; : . =T
= J Click to view the Asset List,
Mew rl NewAsset
4 Create a new aszet
I obility Move
A i Click to move an asset from one location to another
eports — .
P (7 Quick Check-Out
{2l .  Click to check-out an azzet to an employes or customer
) Check-DOut
2 Administration Click to check-out an asset to an employee or customer
. Js=w Checkin
Ligt Forrns

"W Click to check-in a previously checked-out asset
<~ Transfer Check-Out
A B Click to transfer azset or modify a check-out azset

~ | Quick Checkdn
Click to check-in a previously checkead-out asset

| .9

*J" Inventory
Fde . Click to ainventardverify an assets location
Dispose
Click to dizpozedremove an asset
- Maintenance Enty
" Click to enter maintenance for assets
Calculate Depreciation
Click to calculate depreciation for assets
Find
Click ta find infarmation

Ell

Adrin [User Admin] Database Company: Default

1. Add Groups: User security is set up by Group. (Administration > Security > Group Manager) A

Group is a collection of security settings that one or more users share.You will need to create
your Groups first, then add users and assign them to Groups. Before setting up your groups, take
some time to think about the types of employees you have, who will need access to the software
and what features/functions they will need to use in the software. You will want to create a Group
for each different type of user you may have. You may need a Group for Managers, who have
access to all Sites, Reports, Auditing, etc. Another group might be Supenisors who only need
access to Reports and basic functions such as check in/out, but don't need access to Auditing.
A third Group may be comprised of warehouse workers who need access to the mobile devices,
but don't need to be able to log on to the PC.

. Add Users: When you first logon to Rosistem Assets you will use Admin as the user name and
leave the password blank. This default user profile gives you access to everything in the system.
The first step you should take upon logging in is to create additional users (Administration >
Security > User Manager). You should enter all users who will be using the system and you can
assign specific rights to each user that limit their activities to certain functions. You should also
setup at least one additional admin user who has rights to all areas of the system.

3. Enter Company Information: Next you should enter your company's information (Administration
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> Company Information). On the Company Information screen you will enter your company's
name and any addresses needed for receiving, shipping, corporate correspondence, etc. The
company name you enter on this screen will appear on all reports and in the title bar of Rosistem
Assets.

4. Create_Sites and Create_Locations: Now you are ready to begin entering sites and locations
into the database. A site is a major classification for areas that contain assets within your
company. For instance, if you have two warehouses, you might set up Rosistem Assets to have
two sites: Warehouse 1 and Warehouse 2. You must enter at least one site before can add
assets to your system.

Assets that you enter into your system must each be assigned to a Site and a Location within
that site. Using the example abowe, within Warehouse 1, you might have three locations: Main
Storage Area, Manager's Office and Administrative Office. We suggest creating one site for each
building that contains assets.

It is important to note that you can have the same Location code defined at more than one Site -
for instance, Warehouse 1 and Warehouse 2 may each hawe Location codes of Shelf 1 - so
always pay attention to which Site you are working with when performing transactions.

Setting up your locations now will allow you to just pick a Location from a list when you begin
adding inventory later. It is possible, howewer, to define Locations as you add inventory. If you
already hawe location information contained in another database, you may want to use Import
function rather than manually entering in this information.

You must create a minimum of one Site, one Location at that Site.
5. Create_Vendors, Create_Manufacturers, Create_Depreciation Classes: These are all

optional features. You can manually create or import this information. It is helpful to enter this
information prior to setting up your assets.

6. Create_Asset Types: This is the first step in creating an Asset in the software. You must first
create your Asset Types, then each asset you add to the system must be assigned to a specific
Asset Type. You can think of Asset Types as a classification for assets. For instance, you may
have an Asset Type of Notebook Acer E528 that defines the manufacturer, size specs, etc. of
this particular type of computer. Then specific computers of the same type are assigned as
assets to the Notebook Acer E528 asset type. Asset Types are created in the database using
the New Asset Type screen, or you can import this information. You can then assign assets to a
specific asset type on the New Asset screen.

The Asset Type defines the Description, Depreciation Class, Category, Manufacturer and Model
Number of the asset.

7. Create Assets: One or more Assets can be assigned to each Asset Type. The individual assets
are a unique item of a specific make and model number. Each asset is given an Asset Tag that is
unique across all Sites and Locations.

8. Prepare Your Mobile Devices: Prepare your mobile device(s) for use, referring to the Quick
Start Guides that accompany them.

9. Setup Your Mobile Devices following the instructions in the Working with Mobile Devices chapter.

9.a.Set up an Active Sync Partnership
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9.b.Set up your Windows Mobile/CE Device
9.c.Create a Windows Mobile/CE Database

10.You are now ready to perform Asset transactions on your PC and on your Mobile Devices!
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Installation

CONGRATULATIONS

Congratulations on your purchase of Rosistem Assets! This guide will take you through the installation
process and help you set up your software. Most of the information available here is also available in the
Getting Started section of the online help.

DOWNLOAD THE SOFTWARE

Download your software from our servers. Read de License Agreement to find the web address and your
username and password.

INSTALL THE SOFTWARE

Run Rosistem Assets Setup.exe.

Next, the installation wizard Welcome screen appears:

ﬁgﬂSetup-Rasistem.ﬁ.ssets o] @ @

Welcome to the Rosistem Assets
Setup Wizard

This will install Rosistem Assets version 2012, 2 on your
computer,

It is recommended that vou close all other applications before
conkinuing.

Click. Mext bo conkinue, or Cancel bo exit Setup.

| Mexk = || Cancel

Click Next on this screen to begin installing Rosistem Assets.

Next the License Agreement screen appears.
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153 Setup - Rosistern Assets

License Agreement
Please read the following important information before continuing,

Flease read the Following License Agreement, You must accept the terms of this
agreement before continuing with the installation,

SOFTWARE LICEMSE AGREEMEMT

READ THE TERMS AND COMDITIONS OF THIS LICEMSE AGREEMEMT CAREFULLY
BEFORE INSTALLING THE SOFTWARE OR SIMG THE 4350CIATED MEDIA,

FRIMTED MATERIALS, AMD "OM-LIME" OR ELECTROMIC DOCUMEMTATICON
(COLLECTIVELY, "USER DOCUMEMTATION"), THE SOFTWARE AMD UISER.
COCUMENTATION (COLLECTIVELY, THE "SOFTWARE PRODUCT") IS

COPYRIGHTED AMD LICEMNSED (MOT SOLDY. BY INSTALLIMG THE SOFTWARE
PRODUCT, YOl ARE ACCEPTIMG AND AGREEING TO THE TERMS OF THIS

LICEMSE AGREEMEMT. IF YOU ARE MOT WILLING TO BE BOUMD BY THE TERMS

OF THIS LICEMSE AGREEMENT, YOU SHOULD PROMPTLY RETLRMN THE ki

@ I accept the agreement

I do not accept the agreement

< Back “ Mlexk = || Cancel

Review the license agreement, then select | accept the terms of the license agreement. You will not
be able to continue installing the application until you select this option.

Next, a screen_displays listing the Destination_Folder for_installation of Rosistem Assets: (C:\Program
Files\Rosistem\Rosistem Assets).
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ﬁ?ﬁ Setup - Rosistern Assets

Select Destination Location
Where should Rosistemn Assets be installed?

Setup will install Rosistem Assets inko the Fallowing Folder,

To continue, click Mext, IF wou would like to select a different Folder, click Browse,

C:\Program Files\Rosiskem| R osiskemn Assets

Bk lzask 194,6 MB of free disk space is required,

Browse. .. |

< Back “ Mlexk =

Cancel

You can select a new destination by clicking the Browse button and navigating to a new folder, or accept
the default location (recommended) by clicking the Next button.

The Rosistem Assets installation will continue. If you want to make changes to your destination folder at
this point, click the Back button. If you are ready to install Rosistem Assets, click the Install button.
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-
183 Setup - Rosistern Assets

Installing
Please wait while Setup installs Rosistem Assets on wour computer,

Extracting files. ..
Z:\Program Files\Rosistem|Rosistem AssetsiRosistemn, Business, dil

| Cancel |

A series of progress screens will appear. The installation process may take a few minutes.

After the entire installation process is complete, a screen will appear:

153 Setup - Rosistern &ssets |_|:|_| =] £3

Completing the Rosistem Assets
Setup Wizard

Setup has finished instaling Rosistem Assets on wour
computer, The application may be launched by selecting the
installed icons.

lick. Finish ko exit Setup,

|¥] Launch Rosistem Assets

Finish
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Rosistem Assets

3.1

3.2

Create Database

Create a new database using application database setup

When application cannot connect to the database server the following windows appears.

Enter your server name, username and password to list all available databases on the server that begins
with "Rosistem".

r -
Rosistem Assets

Connect to SQL Server

Select or enter your server name and enter your SQL Authentication Mode. Then click the Connect to Server butten S
and select or enter the database you wish to connect to in the list box below.

o 7 o A i i

Step 1 Select or enter a server name to connect to... Refresh Select your SQIAuthentication mode
O Windows Authentication

. ® SOL Server Authentication
RETM-GB2
- User Name
Password
Connect to Server
Step 2 Select or enter a database to open...

Click the Select Server button below if
you need to select a different SQL
Server from the list above.

Cancel

k

Select a database from the list and click Next to start creating a new database or to apply settings.
Click Finish to save and apply the settings.

Create a new database using sql scripts

If you are installing a new database you will need to open Microsoft SQL Server Management for
Microsoft SQL Server 2005/2008 or Microsoft SQL Server Management Express for Microsoft SQL Server

© 2003-2015, Rosistem
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2005/2008 Express.

File  Edit View Tools Window Community  Help |

PR NewQueny | [y |5 A @ B EH BB S
(ObjectBxplorer B X
|mm=av
=
[ Databases
[ Security
[ Server Objects
4 Replication
[ Management

Ready

Next, open your Windows Explorer to the CD --> Database --> SQL Scripts.

oL~ - [4] [ search s s 5]

File Edit View Tools Help

Organize v Burn Mew folder fz= > (7]
5-}( e - MName Date modified Type Size
esktop 01. CreateUserficcount 03/02/11 15:28 Microsoft SQL Ser... 1KE
B Deskt B
" awnlaa &= . CreateData es / 2 icroso El..
|l Downloads Ey02.¢C DataTyp 03,/02/11 14:58 I ft SQL S 3KB
ecent Places . CreateTables 2 icroso El..
R t Pl 03. G Tabl 03/02/11 14:59 i ft SQL 5 62 KB
. CreateViews / 2 icroso El.
04.C Vil 03/02/11 14:59 i ft SQL S 147 KB
- Libraries . CreateStoredProcedures / k! icroso Er...
& Lib 05.C StoredProceds 10/30/11 00:57 I ft SQL 5 166 KB
' = =Y 08. CreateTriggers 03/02/1115:01 Microsoft SOL Ser... 9 KB
L] Computer [ 07. InsertsDefaults 03/08/1117:12 Microsoft SQL Ser.., 3.786 KB
& c

-

7 items Offline status: Online
b . Offline availability: Not available

5

Run the .sql files in SQL Server Manager in the following order:

© 2003-2015, Rosistem



20 Rosistem Assets
1. CreateDatabase.sql
2. CreateUserAccount.sql
3. CreateDataTypes.sql
4. CreateTables.sql
5. CreateViews.sql
6. CreateStoredProcedures.sql
7. CreateTriggers.sql
8. InsertsDefaults.sql
After you execute these files you can start using Rosistem Assets and setup your database connection.
At the first run of Rosistem Assets the screen appears:
r -
Rosistem Assets
Connect to S0L Server
Select or enter your server name and enter your SQL Authentication Mode. Then click the Connect to Server butten S —
and select or enter the database you wish to connect to in the list box below. 1=
Step1 Select or enter a server name to connect to... Refresh Select your SQL Authentication mode
O Windows Authentication
. @ S0L Server Authentication
RETM-GEZ
User Name
Password
Connect to Server
Step 2 Select or enter a database to open...
Click the Select Server button below if
you need to select a different SQL
Server from the list above.
et | Cancel
b
Enter you server name, login ID, password and the database name to access the SQL Server.
3.3 Installing a new database using a backup

You can create a new database with the name RosistemAssets using SQL Server Manager and
restore the file RosistemAssetsBlank.bak from the zip archive located in the SQL folder.
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Ly Microsoft'SQ'L'S-erverMana ement Studio Express
5 g p

File  Edit View Tools Window Community  Help

D Newtueny | [y |5 & @ | B
'T(:;)'-bjectEEx[jlorer -1 x

W= @

BB,

|-

=NER

| ~Summary|

= )

U M— Mewy Database..

U RaosisternC
(3] [_j Raosistermnl
|_-§ RosistermnT

e Query
Script Database as

= [ Security
[ Logins fasks
@ [ Server Rold Rt
4 Credential
Delete

[l [ Server Objects
3 Backup De Refresh
@ 4 Linked Se

= - Properties
3 Server Trigl,

J RosistemAssets

RETMVEOLEXPRESE\D atabasestRosistemssets

6 Itemnis)

Detach...

Shrink 3

Back Up..

Restare 4 Databasze..

Generate Scripts...

Transaction Log..

= [ Replication | |
[J Local Subscriptians T
= [ Management =

< | 1 | *

A TOgTarT
[ Security

Ready
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4 General

4.1 Navigating the Main Screen

The Main screen allows you to quickly access all parts of the system using the icons.

Below is an example of the Main screen:

Rosistem Assets

a o

; Alert:
Logout Options SELE
"] ListAssets
5 Management : : .
e 2 2 Click to view the Asset List.
[T Mew | NewAsset
- LCieate a new asset
YT Mty £ Move
L.I = i Click to move an azzet from one location to anather
= eparts -
P (734 Quick Check-Out
[ | ahels Click to check-out an asset to an employes or customer
i Check-Dut
W Administration Click ta check-out an aszet to an emplayes aor custamer
= o Checkdn
List Forms W Click to check-in a previously checked-out asset

<~ Transfer Check-Out
A B Click to transfer azset or modify a check-out asset

[ Quick Checkdn
Click to check-in a previously checked-out azzet
_:.J" In¥entoy
L. Click. ta ainventom/venfy an azzets location
Dizpose
Click to dispose/remove an asset

-;h, M.alnlenance Enhy
o Click to enter maintenance for assets

Calculate D epreciation
Click to calculate depreciation for aszets

Find
Click to find information

Admin [U zer Admin] D atabase Company: Default

4.2 Logging onto the System

The Log On screen allows you to access the software. This

opened.

| &b
""T-i o,
Contents
= About
-
-

screen appears when the application is
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Rosistern Assets - LogOn 2E

Uzer Mame:
Admin
Password:

Language:
E nalizh -

Help ] Cancel

The User Name field is not case sensitive. The Password field is case sensitive. Asterisks will be
displayed as you type the Password. Both fields are required

On first use, Rosistem Assets starts with the following defaults:
User Name: admin
Password: (blank)

After log on, the password should be changed. Click here for more information on changing
passwords.

4.3 Logging out of the System

You can logout of Rosistem Assets by clicking Logout button. The Log On screen appears allowing you
to login again or login as a different user. Click Cancel on the Log On screen to close Rosistem Assets.
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a| v

..

lerts

Logout Optionz =
"] List Assets
u  Management
s : Click. to view the Aszet List.
T Mew NewAsset

% Create a new asset
Y Mabily

=, Move
f Click to move an asset from one location to anather

=l FRepots -
Bl Rer (7 Quick Check-Out
M) | ahes \  Click to check-out an azzet to an emploves or customer
Check-Dut
W Admiristration Click. to check-out an asset to an employee or customer
= o o Checkin
L List Forms W Click ta check-n a previously checked-out azset

<~ Transfer Check-Out
A B Click to transfer azset or modify a check-out azset

[ | Quick Checkin
Click to check-in a previously checked-out aszet
_:J“ Inventoy
Sde s Click to ainventarverify an azsets location
Dispose
Click to dispozedremove an asset

-jh, M.alnlenance Enhy
o Click to enter maintenance for assets

Calculate Depreciation
Click to calculate depreciation for assets

=] Find
! Click. to find information

Admin [User Admin] Databaze Compary: Default

4.4 Working with Alerts

o 2R
© O
ahbents
= About
o
-

Rosistem Assets will alert you if there are overdue checked-out assets, contracts/licenses that have

expired and/or maintenance that is past due.

You can quickly check if any of these items are past due by following the instructions below:
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a v

Alerts

Logout Optionz
"] List Assets
v Management ; 2 .
s g & Click to view the Asset List,
0 New ﬂ HewAsset
& Create a new asset
YT wobiy & Move
= i Click to move an azset from one location to another
= eparts -
P (7 Quick Check-Ou
M | obels . Click to check-out an azzet to an employees or customer
i Check-Out
e Administration Click to check-out an azset to an employee or customer
= (#y Checkin
List Foms YW Click to check-n a previously checked-out asset

<—u Transfer Check-Out
A B Click ta transfer asset or modify a check-out asset

[ | Ruick Checkin
Click to check-in a previously checked-out asset

_:.J" Inventoy

Sde . Click to aimventonfvernfy an assets location
Dizposze
Click to dizposedremove an asset

_‘a M_ainlenance Enh}l
o Click to enter maintenance for assets
Calculate Depreciabon
Click to calculate depreciation for assets
Find
Click. to find information

Admin [zer Admin] D atabaze Company: Default

= iy
'/"T-i o
Contents
= About
-
=

Click on a listing to be taken to a list of the items that are past due. For example, to see what asset is
checked-out and past due, click Assets Past Due. The Asset List will appear displaying the overdue

asset. You can then follow up as needed to make sure the asset is not lost, etc.

In this example, you

could access the Check-In screen from the Asset List to see who has the asset checked-out.

4.5 Adding Notes

You can add notes to seweral fields in the software in order to associate any comments you may have

with the record you are creating or editing.

1. To add notes to a screen, click on the Add Notes button (not all screens/fields have this

capability). The Add Note screen appears:
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Add Note EZ

Enter Mew Mote:

Help K LCancel

2. Enter your notes in the text box, then click OK to save and exit.
=% Notes are appended to any notes previously added the record you are editing.

(b Notes cannot be edited or removed once posted.
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5

5.1

Find
Standard Find

Find allows you to easily search for information within the database.

1. To access the Find screen, from the Main screen, click Management > Find > Simple Find.
The Find screen appears:

F

Find 22
Table: Azzet L
Field: fzzet Description i .
WValue;

Whole Word Qnly

Find Al
Advanced Find

Help Find LCancel

2. The Find screen contains three fields by which you can search for information:

e Table is used to select the table (information you enter into each field in Rosistem Assets is
stored in a database "table" behind the scenes. You can extract this information using the Export
Wizard.) in the database you want to search. Make a selection from the drop down list.

¢ Field is used to select the field in the listed table to be searched. All fields found in the selected
table will appear in the drop down list. Make a selection from the drop down list.

e Value is the information contained in the field (For example, Printer might be the value in the
Asset Type field). Type in the information for which you are looking, or click the Magnifying Glass
button to the right of the field to search all values contained in the selected Field. You can also
scan a value into this field.

For example, if you want to search for an customer by his or her Name but cannot recall
the spelling of the name, select Customer in the Table field and Name in the Field field,
then select the Magnifying Glass button. A screen will appear displaying all values in the
Description field (see example below):
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F

Find 2E
Table: Assat %
Field: hsset Tag "
Yalue: 100007404

w'hiole \Whord Only

Find Al

Advanced Find

Help Find LCancel

Highlight the desired listing and click Select. The Find screen will populate with your selection
as shown below:

Asset List = =
) - T T 7 ﬁ 6 = — —‘P o TEF =
4 i - V=== . :..JEJ i =
2 v U X (] - - » P i | B & = .
Filter Toggle | Mew Edit Dispose Duplicate bass Update | CheckIn Check Out Mowve Maintenance | Print Export Group  Hidden | Wiews =
Linking | tsset Tag | szt Description | Emploves | dsset Type | Asset Type Des... | Tra
b Mot Linked 100007404 Transformator toroidal Elechrical Tools T
Recard: 1M 4 0 1 n 4 il 3
Help LClose

Viewing: Assets

Enabling the Whole Word Only option will search the selected table based upon the entire
string in the value field excluding partial matches. If this checkbox is not selected, the system
will return partial matches, meaning if you enter Printer in the Value field, the search would return

Printer, Print, Printers, Printed, etc.

Enabling the Find All option disables the Field and Value fields and will return all of the records
from the table selected in Search.

3. Click the Find button to start the search process. When complete, a list will be displayed
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5.2

showing all the records that match your criteria.

&% Al searches are case insensitive.

%% Your last Find criteria are saved and will automatically be loaded the next time you access Find.

Advanced Find

The Advanced Find screen allows you to search for information in the database using a variety of
criteria. You can use these criteria options to narrow your search.

1. Access the Advanced Find screen from the Main screen by selecting Management > Find >
Advanced Find. Below is an example of the Advanced Find screen.

Advanced Find
Table:
Parenthesis:
Field:

Operator:
Walue:
Patenthesis:

Logical:

Help

Arzat

Azzet Tag

100007404

i

Filter Expression

-

Simplfied

LCancel

2. The Advanced Find screen consists of sewen fields that allow you to select criteria to narrow
your search. The Filter Expression panel displays the "filter" as you enter information in the
criteria fields. The filter is simply the criteria you have selected. For example, if you select the
following information:

Table: Asset

Field: Asset Tag

Operator: =

Value: 100007404

then the Filter Expression field will display this information and the system will search for Assets

with the asset tag number 100007404.
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Advanced Find
Table:
Parenthesis:
Field:

Operator:
Walue:
Parenthesis:

Logical:

Help

Azzet

Arzet Tag

100007404

£
Filter Expression
[ fiseet Tag = 100007404°

. Delete

i) Check,
Replace Simplified
Find LCancel

Below are descriptions of each of the criteria fields:

Table - used to select the table (information you enter into each field in Rosistem Assets is
stored in a database "table" behind the scenes. You can extract this information using the
Export Wizard.) you want to search within the database.

Parenthesis - (open and close) used to control the order in which criteria will be processed. The
inner most pair of parentheses in any filter expression are evaluated first.

Field - used to select the field you want to search within the specified table.

Operator - a comparison operator used to evaluate an expression.

Comparison Operator ___[Meaning

Like

Not Like
Is Null

Is Not Null

equal

not equal

greater than or equal
greater than

less than or equal
less than

is similar to value

is not similar to value
no value

any value

Like and Not Like are used for text pattern matching. They can only be used with plain

text fields, not with dates.

The following characters, used within the text value, have a

special meaning for the Like and Not Like operators:

LIKE Operator_|Meaning

_ (underscore)

matches any single character
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% matches zero or more characters of any value
\ Escapes the special characters (gives them their normal meaning)

Value - the information for which you are searching. (This can include special characters for the
Like or Not Like operators).

Logical - a Boolean operator that combines one or more filter expressions into a single logical

group:
Boolean
Operator
AND gives you the intersection of two conditions
OR gives you the union of two conditions

. Enter the desired values for the seven Advanced Find fields to construct a filter fragment, or part

of the Filter Expression.

. Click the Add button after building each filter expression to add it to the Filter Expression list.

The Move Up and Move Down buttons allow you to mowe a filter fragment toward the top or
toward the bottom of the list, respectively. To reposition a filter fragment in the Filter Expression
panel, click on it, then click either the Move Up or Move Down button.

You can edit a filter fragment by first selecting the fragment in the Filter Expression list. The
values of the filter fragment populate the seven input fields. Update any of these fields, then click
Replace to update the selected filter fragment in the Filter Expression list.

Click the Check button to check the syntax of the Filter Expression.

. Click the Find button to start the search process. When complete, a list will be displayed

showing all the records that match your criteria.
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6 Adding Information

6.1 Create New Asset

The New Asset screen is used to enter a new asset into the database.

Note for Mobile Device Users: Assets can also be added on a Windows Mobile/CE mobile device.
The following topics are discussed in this section:

Accessing the New Asset Screen

General Tab

Asset Linking Tab

Depreciation Tab

Attachments Tab

Picture Tab

Maintenance Tab

Contracts Tab

Transaction History Tab

Custom Fields Tab

Accessing the New Asset Screen:
To access this feature, from the Main screen select Asset Management > New Asset.

This feature can also be accessed from the Asset List by clicking the New Record button on the
toolbar. For more information on using the list screens, click here.

The New Asset screen is broken into several tabs. Use the following links to jump ahead to the tab of
interest:

General, Asset Linking, Depreciation, Attachments, Picture, Maintenance, Contracts,
Transaction History, Custom Fields

New Asset Screen > General Tab
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MNew Asset ZZ
Asset

Asset Tag: Automatically assigned gl Multiple Check-Out

Asset Description: Pin All | =

General | Assetlinking Depreciation  Picture  Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Site: M Asset Type: - || -
Location: - || - Asset Type Description:

Department Code: M Manufacturer: -
Serial Mo: Model:

Condition: v - Vendor Mumber: -
Hyperlink: | - Chedkout Length: 0 days 13 min

Additional Info: w ||t Lead Time: 0 days 13 min

Depreciation Class:

Category:

Help Print Tag Save Close

Note: If the Automatic Asset Tags function is turned on (Administration > Options), the Asset Tag
field will appear.

You may notice that some fields on this and other tabs have a Pin icon in front of them. These fields
represent data that can be "pinned". Pinning allows you to "lock" the information entered into a field.
This is convenient if, for example, you are entering multiple new assets for a particular site and location.
You can enter the site and location once, then pin them. The fields will retain the information you
entered through each new entry until you unpin them. In the example screen shown below, values are
entered in the Site, Location and Department Code fields. These three fields were Pinned by clicking

on their ¥ pushpins, causing them to look like ¥ this. Click the pushpin again to unlock the field for
entry of a different value.

Click the Pin All icon to pin every field that offers the pinning feature. Click it again to undo pinning for
all fields.

1. Enter information in the required fields. You must enter information in the Asset Tag, Asset
Type, Site, and Location fields.

Note: If you are using Automatic Asset Tags, you do not need to enter anything in the Asset
Tag field. The tag will be generated you click the Save button or when you click the button next
to the Asset Tag field.

When you select an Asset Type, the following screen will display:
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SetCommonAsszet Fields ?

Do you want bo populate the azset fislds that are in common with the
azzet bppe with the azzet pe values?

ez Mo
Select Yes to populate fields with information from the Asset Type. For example, if Check Out
Length information is entered for the Asset Type, it will appear here.

Keep in mind that you can set the check out length to only consider weekdays and the due
date to only fall on a weekday on the Options screen.

If you have enabled the Edit_Inherited Asset Type Data option on the Options screen, you can
make changes to the information that is populated from the Asset Type. If this option is not
enabled, these fields will be disabled and you will not be able to make changes.

If you do not want to incorporate information from the Asset Type, other than the Asset Type
number and Description, click No.

2. The Department Code, Serial No., Condition, Hyperlink and Additional Info fields are
optional.

The Hyperlink field can be used to store a link to the manufacturer's website, or even to a
location on your network. When a valid web address is entered in this field, the icon next to it will
be enabled. Clicking the icon will open your web browser and access the website.

Note: When using the drop down lists to enter information in a field (Asset Type, Site, Location,
etc.), the last few selections will appear in the list. If you want to search for an existing value,
select <More> from that field's drop down list to access the List screen. Use the vertical scroll
bar to select a record from the List and click the List dialog's Select button.

3. Click OK if you are done entering information for this asset or click on another tab to proceed with
entering more information.

New Asset Screen > Asset Linking Tab
Asset Linking, also known as Asset Kitting, allows you to link two or more assets together to form one

new asset. For_a complete definition of Asset Linking and an example, please refer to the
Definitions topic.

The Asset Linking tab allows you to create links:
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New Asset 2
Asset
Asset Tag: Automatically assigned i Multiple Check-Out
Asset Description: Optical Fiber Miniconverter Fin All | =

General | Assetlinking | Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory  CustomFields

Transact as Whole - Select this checkbox to indicate that this asset and all of its child assets should be audited/checked-out/checked-in etc., as ag...

Parent Asset:

102803 MR

Child Asset(s):
10968 - Boxe M-Audio Studiophile AV20 [Boxe M-Audio Studiophile &v20]
11230 - UPS APC BKBS0 650VA [UPS APC BKES0 650VA]

Link Unlink

Help Print Tag Save Close

1. The Asset Tag value entered on the General tab will be displayed at the top, but can still be
edited, if desired.

2. If this asset is to be the Parent, or top-level asset, of this group, you can leave the "This asset is
part of" field blank. If you want to give this asset a parent, select an asset from the drop down

list.
The asset can have a parent assigned to it and be a parent (have child assets assigned to it).

Select <More> from the drop down list to access the Asset List. Remember, you can filter the
asset list to only display "Top Lewel" assets, or parent assets, if needed. See_the Working with
Lists topic for further information.

3. To associate child assets with this asset (the current asset will be the "parent" of these assets),
click the Link button below the "This asset contains:" window. The Asset List will appear.

Highlight the desired asset in the Asset List, then click the Select button. The selected asset
will appear in the "This asset contains" window as shown below:
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New Asset 2
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Optical Fiber Miniconverter pin Al | =

General | Assetlinking | Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields

Transact as Whole - Select this checkbox to indicate thatthis assetand all of its child assets should be audited/checked-out/checked-in etc.,as ag...

Parent Asset:
10803 MG
Child Asset(s):

10968 - Boxe M-Audio Studiophile Av20 [Boxe M-Audio Studiophile Av20]
| 11230 - UPS APC BKA50 650VA [UPS APC BK650 A50VA] |

Link Unlink

Help Print Tag Save Close

In this example, Asset 4002 is the parent of the current asset and asset 1005 is the child.

A Note about the Transact as Whole Flag: In the example above, the Transact as whole flag
is checked; therefore, any functions (check-in, check-out, audit, move, etc.) will be performed as a
whole for the group. This flag is driven from the top down, meaning the selection made for the
parent asset will override the selection for a child asset. If you want to move only one asset that
is a child of this asset, you will need to deselect this checkbox. Deselecting it on the Edit Asset
> Asset Linking tab for the child asset (in this case, Asset 1005) will not override the selection
made for this asset, and this group would still be moved as a whole. Similarly, if the Transact as
whole flag was NOT selected on this tab, but it IS selected for Asset 4002 (the parent of this
asset), the group would still be transacted as a whole because the selections made for the parent
of this asset would take precedence. To put it another way, if you think of these relationships in
the wvein of child-rearing, one of your children may decide it is ok to borrow the car, but you as the
parent do not think it is ok, and your decision would override that of the child.

Also keep in mind that when you check out an asset that has Transact as whole turned on and
you select to use the Default Due Date (on the Check Out screen) Rosistem Assets will search
all assets linked to the selected asset to find the maximum checkout duration. The software will
use this maximum length to calculate the due dates for all the linked assets. This ensures that all
the assets in the transaction havwe the same due date even if some of the linked assets have
different checkout durations.

4. You can unlink child assets by highlighting the asset in the Associated Assets list and clicking
the Unlink button.

5. Click OK if you are done entering information for this asset or click another tab to proceed with
entering more information.
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New Asset Screen > Depreciation Tab

Click the Depreciation tab if you want the software to calculate depreciation for this asset. The
method used by the system to calculate depreciation is dependent on the Asset Type assigned to this

asset.
New Asset
Asset
Asset Tag: Automatically assigned o] Multiple Check-Out
Asset Description: Optical Fiber Miniconverter Fin All | =

General Assetlinking | Depreciation  Picture  Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Depreciate Asset: 4= Assets of this asset type cannot be depreciated.

Purchase Order: = Depredation Begin Date: 10/30/2011 16:23:32 | [
Purchase Date: 103052011 16:23:32 v || - Last Depredation Date:
Purchase Cost: 1 = Total Deprecation:
Salvage Value: 1 = Current Deprediation:
Class Info: Book Value:
Class:
Depredation Method: 0
Life: 0 year{s) 0 monthis)
Help Print Tag Save Close

1. The Asset Tag value entered on the General tab will be displayed at the top, but can still be
edited, if desired.

2. Click the Depreciate Asset checkbox if you want the software to calculate depreciation. The
Depreciate Asset checkbox will be disabled if a Depreciation Class has not been defined for the
Asset Type specified on the General tab or that Asset Type has a Depreciation Class, but its
Depreciation Method is "None".

The depreciation method used for an asset is determined by the Depreciation Class
assigned to the Asset Type. This information appears in the Class Info box and cannot be
modified from this screen. If you want to change the Depreciation Method or the Life of a
particular asset, you will need to make changes to the Depreciation Class assigned to the Asset
Type, or create a new Depreciation Class to assign to the Asset Type. See_the Depreciation
Class help topic for further information.

3. Purchase Cost and Depreciation Begin Date are required fields when Depreciate Asset has
been enabled, therefore, you must complete them if you want to calculate depreciation. These
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two fields are used in the calculation. Please_see the Definitions topic for detailed

explanations of each Depreciation Method.

4. Purchase Order, Purchase Date and Salvage Value are optional fields. If a Salvage Value is
not specified, the Calculate Depreciation function will assume a Salvage Value of zero dollars.

The Class Info, Last Depreciation Date, Total Depreciation, Current Depreciation, and
Depreciated Value cannot be modified. Information is populated in these fields by the system

as depreciation functions are performed.

In the following example, an asset is being entered that uses linear depreciation:

[
1

New Asset
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Optical Fiber Miniconverter pin Al | =
General Assetlinking | Depreciation | Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields
Deprediate Asset: | |j| Assets of this asset type cannot be deprediated.
Purchase Order: +~ Depreciation Begin Dates | 10/20/2011 16:23:32 -] [
Purchase Date: 10/30/2011 16:23:32 - || - Last Depredation Date: | |
Purchase Cost: 1 = Total Depredation: | |
Salvage Value: 1 = Current Deprediation: | |
Class Info: Book Value: | |
Class:
Depredation Method: 0
Life: O year(s) 0 menth(s)
Save Close

Help Print Tag

5. Click OK if you are done entering information for this asset or click the next tab to proceed with
entering more information

New Asset Screen > Attachments Tab

To attach an image or other documentation to this Asset, click on the Attachments tab:
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New Asset iy
Asset
Asset Tag: Automatically assigned il Multiple Check-Out
Asset Description: Optical Fiber Miniconverter Fin All | =

General Assetlinking Depreciation Picture | Attachments | Maintenance  Contracts TransactionHistory  Custom Fields

Attachments

Add

Asset Attachment

Asset Type Attachment

]
I”P
e

Help Print Tag Close

1. To add an attachment, click the Add button. A screen will appear allowing you to navigate to the
desired file on your computer. Attachments are copied to the Rosistem Assets database from
the external source you browse to when you click the Add button. Any change made to the
external source file after adding the attachment will not update the attachment in the database.
To update the database with a later version of an attached file, you must first Remove the
attachment from the database, then Add the file again.

(D Asset Attachments relate only to the specific Asset being recorded. Asset Type
Attachments relate to every Asset recorded for this Asset Type.

. If you have attached an image, you can designate this the "default" image (meaning this is the
image that will appear on the Picture tab) by clicking the Set Default Image button.

After you have added at least one file, the View button is enabled. This feature allows you to
view the attached file. The File Associations defined in Windows Explorer determine which
application will be started to open files, based on their filename extensions. On most machines, a
PDF file would be opened by Adobe Reader, for example. Image attachments can be viewed the
same way or you can use the Picture tab to use internal image viewer.

The Save to File button copies the selected attachment from the database to any drive and folder
available on your system.

The Remove button can only be used to Attachments. It is grayed-out (disabled) when an Asset
Type Attachment is selected. These Asset Type Attachments may be related to other Asset
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Tags under the same Asset Type. Asset Type Attachments can only be removed via the Edit
Asset Type Attachments tab (see Create New Asset Type for further information).

4. (b Attachments are not actually added to the database until the OK button is clicked. You can

click it at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.

New Asset Screen > Picture Tab

Click the Picture tab to view any image files that have been Attached to either the Asset Type
Attachments folder or the Asset Attachments folder:

New Asset 3T

Asset

Asset Tag: Automatically assigned i Multiple Check-Out

Asset Description: Pin All | =

General Assetlinking Depreciation | Picture | Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Add Image

| Selectmage  » | None

Click here to add/select default picture.

Help Print Tag Save Close

1. The first time you access this tab, click on the picture area to add a picture.

The current default picture is always displayed on the Picture tab. Right click the image to see
the popup Picture menu. This menu allows you to Add (a new) Image or to Select (a previously
added) Image. Any image you select for display will become the new default image.

%% The files listed in the Select Image sub-menu are a combination of Asset Type Attachment
images and Asset Attachments images, sorted alphabetically, by filename.

2. Image files are not actually added to the database until the OK button is clicked. You can click it
at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.
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New Asset Screen > Maintenance Tab

The Maintenance tab allows you to define maintenance procedures, a maintenance schedule, and
warranty information for an Asset.

This tab allows you to:

Enter Warranty Information

Enter New Maintenance Schedules

Edit Existing Maintenance Schedules

View Maintenance History

Below is an example of the Maintenance tab:

New Asset 2Z

Asset

Asset Tag: Automatically assigned ] Multiple Check-Out

Asset Description: Pin All | =

General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory  Custom Fields

Warranty
Begin: 10/30/2011 16:28:3 - End: | 10/30:/2011 18:25:31 -
Provider:
New Edit Delete Show History
Help Print Tag Save Close

Entering Warranty Information:
1. You can optionally enter Warranty Begin and End date at the top of this tab.

Click on the Calendar icon to access the calendar feature:
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2&

New Asset
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields
Warranty
Begin: 1043002011 - End: | 10/3072011 16:28:31 -
1 octombrig, 2011 *
Provider: du lu ma mi jo wi sd
1 2
Mew History
3 4 5 & 7 b ]
o 1 12 13 14 15 18
17 18 1% 20 29 22 23
24 26 26 27 28 28 |30
3
Help Print Tag Save Close

You can also click on the Month/Year (November, 2010 in the example abowe) to view a list of all

months. You can then click on a month to quickly switch dates:
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New Asset 2
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Pin Al | =

General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields

Warranty
Begin: 202011 h End: | 10/30/2011 16:25:31 -
\ 2011 v

Provider:

ian. feb. mar. apr.
New History
mai iun. iul aug
SEp. oct, now. dec.
Help Print Tag Save Close

2. You can optionally enter the warranty provider in the Provider field.
Entering New Maintenance Schedules:
1. To enter a new maintenance schedule:

2. Click the New button below the window:
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New Asset 2

Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields

Warranty

Begin: 1043002011 - End: | 103072011 16:28:31 -

Provider:

Edit Delete Show History
Help Print Tag Save Close

The Maintenance Schedule screen appears:
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Maintenance Schedule

Maintenance Mame

Assigniee
Oceurs
Weekly
Every

Sun

Thu

Mext Date:

Instructions:

Help

3. Enter a name for this maintenance schedule.

Weekhy
week(s) on;
Man Tue
Fri Sat

<Invalid Settngs =

Lt

Save Cancel

4. Select the employee who this asset will be assigned to from the Assigned To drop down list. All
employees current set up in your software will appear in the drop down list.

5. Select how often this maintenance schedule is to happen from the Occurs drop down list. The
area below the Occurs drop down list will change depending on the selection you make here.

Your options are:

Date - This option indicates a one-time maintenance procedure. When you select this
option, a Date field will appear below the Occurs drop down list.
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Maintenance Schedule o
Maintenance Name

Assignes

CQceurs Daity

Diaily

Every 1 < | day(s)

Mext Date: 30 octombrie 2011

Instructions:

Help Save Cancel
Oelp =i L

Select the date on which the maintenance should take place. You can click on the
calendar icon to select a date or type a date directly into the field.

Daily - This option allows you to specify a Maintenance Start date, followed by a frequency
specified as Every x number of days (up to a maximum of every 366 days).
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Maintenance Schedule o7

Maintenance Mame
Assignes -
Oecurs Daily

Diaily

Every 1 < | day(s)

Mext Date: 30 octombrie 2011

Instructions:

Help Save Cancel

The Next Date at the bottom of the screen indicates the next date maintenance will
be performed on this asset.

Weekly - This option allows you to specify a Maintenance Start date, followed by the
frequency specified as Every x number or weeks. You will also select the days of the week
on which the maintenance is to be performed. More than one weekday can be selected.
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Maintenance Schedule =

Maintenance Name

Assignes -
Cecurs Weekby -
Weekly
Every 1 S week(s) on:
Sun Maon Tue Wed
Thu Fri Sat
Mext Date: zInvalid Settings =
Instructions:
Help

Save Cancel

The Next Date at the bottom of the screen indicates the next date maintenance will
be performed on this asset.

Monthly - This option allows you to specify a Maintenance Start date, followed by your

choice of two possibilities: Maintenance Every x number of months (up to a maximum of
every 99 months) as shown below:
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Maintenance Schedule EZ
Maintenance Name
Assignes -
':ln::n::urs Monthhy -
Manthly
i® Day 1 :| ofevery |1 2 | month(s

'::-'| "| | - | of every |:| month(s

Mext Drate: 1 noiembrie 2011

Instructicns:

Help Save Cancel

In this example, maintenance will occur on the 1st day of each month every month.
Notice the Next Date reflects the first day of the next month.
OR

Maintenance can be set to occur on a specific weekday of every x number of months
(up to a maximum of every 99 months) as shown below:
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Maintenance Schedule

[aa)
L1

Maintenance Mame

Assignes -

IJ::::::urs Monthhy v

Manthly

= ¥
2 Day | 1 - | ofevery month(s

® st = | |joi | ofevery |8 & month(s

Mext Date: 3 noiembrie 2011

Instructions:

Help Save Cancel

In this example, maintenance will occur on the first Thursday of every month.

Notice the Next Date reflects the first Thursday of the next month from the Start
Date.
Disable - This option is used when you want to temporarily disable an existing maintenance
schedule. Highlight the maintenance schedule in the list, then click Edit. On the
Maintenance Schedule screen, select Disabled from the Occurs drop down box. You can
also set up a new maintenance schedule as Disabled then enable it later by select Daily,
Weekly, etc.

6. Click Save when you are done entering information for this maintenance schedule. The schedule
will appear in the list on the Maintenance tab:
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New Asset 2
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory  Custom Fields
Warranty
Begin: 1043002011 - End: | 103072011 16:28:31 -
Provider:
Edit Delete Show History
IDescripﬁon | Qcours | Mext Date | Acsgigned to
|Upgrade Monthly  11/03/11
Record: 4 [ 10f 1 H
Help Print Tag Save Close

Editing Existing Maintenance Schedules:

1. Highlight the maintenance entry you want to edit, then click the Edit button. The Maintenance
Schedule screen will appear populated with the selected entry's information.

2. Make changes as necessary, then click the Save button. The edited entry will appear in the list
on the Maintenance tab.

Viewing Maintenance History:

The Maintenance History screen displays all completed maintenance on this asset.

1. Click the View History button. The Maintenance History screen will appear:
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Maintenance History

Date | Done By | Description | Complete | Condition | Additional Infa
Mo records found. Make sure there is no filter set.

Record: [ oof o

Schedule <Al From: 10302011 16:38:26 To: 10/30/2011 16:38:26

Close

Help Print History

2. When you first access this screen, all maintenance entries associated with the selected
maintenance schedule are displayed. You can change the selected schedule using the
Schedule drop down menu. You can also enter From and To dates to further filter the list.

Click the Show All button to remove the filter.

Select the Print History button to print a list of the displayed maintenance entries.

New Asset Screen > Contracts Tab

The Contracts tab allows you to record contract and/or software licenses associated with this asset.
The tab will appear empty when you are first adding a new asset. You can add contracts and licenses
to this asset as needed from this tab. Contracts/licenses can be added to the database via the

Contracts List screen.

© 2003-2015, Rosistem



Adding Information 57

New Asset E
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: PFin All | =

General Assetlinking Depreciation Picture  Attachments  Maintenance | Contracts | TransactionHistory  Custom Fields

Select from the full contract list

Contract Mumber Descrip... | Internal Con... | Vendor Mu... Begin Date End Date Lice... Mo End ... Soft... C...
0198827 103011 00:00:00 10/30/12 00:00:00 1 F F 0,00
4 1 3
BRemove Select All Clear All
Help Print Tag Save Close

1. To add a contract/license, click the Add button. The Contracts List will appear. Select the
desired contract from the list, then click Select on the Contracts List screen. The selected
contract will appear on the Contracts tab as shown in the example below:

2. You can remowve a contract by highlighting it in the window, then clicking the Remove button.

Click Select All to select all contracts in the window.
Click Clear All to deselect all contract in the window.

3. Click OK if you are done entering information for this asset or click the next tab to proceed with
entering more information

New Asset Screen > Transaction History Tab

The Transaction History tab displays data only after one or more Asset Management transactions have
been performed (check-in, check-out, etc.).
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Edit Asset
Asset
Asset Tag: 11310 Multiple Check-Out
Asset Description: Multiplexor-demultiplexor optic CWDM
General Assetlinking Depreciation  Picture Attachments  Maintenance Contracts | Transaction History
Time Type Action User Mame
10/24/11 09:59:48 New Asset Administrator, System

Print Transactions

Help Print Tag

Custom Fields

oK Cancel

1. Click Print Transactions to send a list of the transactions for this asset to the printer.

2. Click OK if you are done entering information for this asset or click another tab to proceed with

entering more information.

New Asset Screen > Custom Fields Tab
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New Asset X
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Fin All | =

General Assetlinking Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory | Custom Fields

Strings Mumbers
Custom Text 1: NTR - Custom Mumber 1:
Custom Text 2: - Custom Mumber 2:
Custom Text 3: - Custom Mumber 3:
Custom Text % Custom Mumber 4:
Custom Text 5: Custom Mumber 5:
Customn Text 6: Dates
Custom Text 7: ErEe LA

Custom Date 2:
Custom Text 8:

Custom Date 3:
Custom Text 5:

Custom Date 4
Custom Text 10:

Custom Date 5:

Help Print Tag Save Close

Please refer to the Using Custom Fields topic for instructions on creating custom text, number and
date fields.

(b If the Close_New Form option is enabled on the Options screen and no fields are pinned, the
screen will close when the OK button is clicked.

6.2 Create New Customer

The Create New Customer screen, allows you to enter a new Customer into the database. Assets
can then be checked-out to that customer.

1. To access this screen, from the Main screen click New > Customer. The New Customer
screen appears.

Create New Customer can also be accessed from the Customer List by clicking the New

Record button on the toolbar. For_more information on using the List screens, see the
Working with Lists topic.

In addition, the New Customer screen can also be opened automatically from the Check-Out
screen if an unknown Customer is entered.

Below is an example of the New Customer screen.
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New Customer

General Information

Customer Mo.:

Company MName:

Date Added:
Address:

Address Type:
Address 1:
Address 2:

Mail Skop:

State:

Counkry:

Help

2k

Additional Information Zustom Texts Zuskom Mumbers and Dates

Marne:
Department:
YWednezday, april 18, 2012 -
Cuztomer Billing -
Cibys
Postal Code:

Save Cloze

2. Complete the information on the screen. Only the Customer No. and Address Type fields are

required.

Select an Address Type from the drop down list, then provide any of the associated information
you have for this Customer: Address 1, Address 2, Mail Stop, City, State, Postal Code and
Country. Address information can be entered for each Address Type you select.

3. The Additional Information tab provides optional fields where other information about the
Customer can be recorded: Phone, Extension, Fax, Cell No., Home No., Email and Notes.

Notes is a text field available to record any additional information you might have about this
Customer. See the Notes topic.
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New Customer =

General Information Additional Information Zustom Texts Zuskom Mumbers and Dates

Phone: Extension:
Fax: Zell Mo:

Horne No:

Email:

Motes:

Add Motes

Help Save Cloze

For information about the Custom Texts and Custom Numbers and Dates tabs, see Using_Custom
Fields.

3. " When the Close New Form option is turned off: Click Save to commit your entry or click
Close to exit the form.

%% When the Close New Form option is turned on: Click OK to commit your entry and exit the
form or Cancel to exit the form without saving your entry.

6.3 Create New Asset Type

The Create New Asset Type screen allows you to enter a new Asset Type in the database. The asset
type is a category for assets. Assets are assigned to a specific asset type. For instance, you may
have an Asset Type of Label Printers that defines the manufacturer, size specs, etc. of this particular
type of printer. Then specific printers of the same type are assigned to the Label Printers asset type.

The following topics are discussed in this section:

Accessing the New Asset Type Screen

Using the General Tab
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Using the Attachments Tab

Using the Picture Tab

Using the Custom Fields Tab

Accessing the New Asset Type Screen:
1. To access the screen, from the Main screen, click New > Asset Type.

The New Asset Type screen can also be accessed from the Asset Type List by clicking the

New button on the toolbar.
Working with Lists topic.

For_more information on using the List screens, see the

2. Complete the information on the screen. The New Asset Type screen is divided into tabs. You
can use the following links to jump to the tab of interest:

General, Attachments, Picture, Custom Fields

New Asset Type Screen > General Tab

Mew Assel Type
Asset Type:

Description:

Al

General Attachments  Picture Cuskorn Fields

Manufacturer:
Model:
Wendor Mumber:

Depreciation Class:

Cakegory:
Checkout Length: 0 days
Lead Time: 0 days =
Hywperlink;
Help

Dimensions
‘idth:
Height:

- Length:

- Weight:

Ohrs Omin =

Ohrs O min

Save LCloze
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1. To create a new Asset Type, supply the required Asset Type value. All other fields, including
Description, are optional.

d} Asset Types must be unique across all Sites and Locations. A particular value can occur

only once in the software database.

- Select a Manufacturer from the drop down list or create a new one by entering the new value
and clicking OK to launch the Create New Manufacturer screen.

Enter a Model name or number for the Asset Type.
Select a Vendor Code from the drop down list or create a new one by entering the new value
and clicking OK to launch the Create New Vendor screen.

Select a Class from the drop down list or create a new one by entering the new value and
clicking OK to launch the Create New Asset Class screen.

Select a Category from the drop down list or create a new one by entering the new value.
Length is the length of one unit of measure.

Width is the width of one unit of measure.

Height is the height of one unit of measure.

Weight is the mass of one unit of measure.

d} These are text fields in which the units of measure can be specified along with the
dimension or weight. (5 mm, 10 in, 3 Ibs, etc.)
Checkout Length specifies the default period, in days, that assets assigned to this Asset
Type may be Checked-Out to a Customer or an Employee. Keep in mind that you can set the
check out length to only consider weekdays and the due date to only fall on a weekday
on the Options screen.
Lead Time indicates how long after an asset is received, checked in, etc. before it is available.
The lead time allows time for recalibration, cleaning, etc.
The Hyperlink field can be used to store a link to the manufacturer's website, or even to a
location on your network. When a valid web address is entered in this field, the icon next to it
will be enabled. Clicking the icon will open your web browser and access the website.
If you want to search for an existing value, select <More> from that field's drop down list to
open the relevant List screen. Use the vertical scroll bar to select a record from the List and
click the List screen's Select button.

New Asset Type Screen > Attachments Tab

To attach an image or other documentation for this Asset Type, click on the Attachments tab:
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New Asselk Type =

Asset Type:

Description:

General Attachments | Picture Cuskom Fields

Attachrments

Add

fssek Type Attachment

Help Save LCloze

1. To add an attachment, click the Add button. A screen will appear allowing you to navigate to the
desired file on your computer. Attachments are copied to the Rosistem Assets database from
the external source you browse to when you click the Add button. Any change made to the
external source file after adding the attachment will not update the attachment in the database.
To update the database with a later version of an attached file, you must first Remove the
attachment from the database, then Add the file again.

2. If you have attached an image, you can designate this the "default" image (meaning this is the
image that will appear on the Picture tab) by clicking the Set Default Image button.

3. After you have added at least one file, the View button is enabled. This feature allows you to
view the attached file. The File Associations defined in Windows Explorer determine which
application will be started to open files, based on their filename extensions. On most machines, a
PDF file would be opened by Adobe® Reader, for example. Image attachments can be viewed
the same way or you can use the Picture tab to use Asset's internal image viewer.

The Save to File button copies the selected attachment from the database to any drive and folder
available on your system.

To remowve an attachment, highlight it in the list and click the Remove button.
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4. (b Attachments are not actually added to the database until the OK button is clicked. You can
click it at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.

New Asset Type Screen > Picture Tab

Click the Picture tab to view any image files that have been attached to this Asset Type.

New Asset Type Tk

Asset Type:

Description:

General Attachments | Picture Cuskorn Fields

Click here to addiselect default picture.

Help Save Clogze

1. The current default Picture is always displayed on the Picture tab. Right click the image to see
the popup Picture menu. This menu allows you to Add (a new) Image or to Select (a previously
added) Image. Any image you select for display will become the new default image.

% The files listed in the Select Image sub-menu are a combination of Asset Type Attachment
images and Asset Attachments images, sorted alphabetically, by filename.

2. (b Image files are not actually added to the database until the OK button is clicked. You can
click it at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.
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New Asset Type Screen > Custom Fields Tab

New Assek Type s

Asset Type:

Description:

General Attachments  Picture Cuskom Fields

Skrings Murmbers

Dates

Help Save LCloze

Please refer to the Using Custom Fields topic for instructions on creating custom text, number and
date fields.

6.4 Create New Contract/License

Contracts/Licenses can be entered into the database so you can associate them with specific assets.
For example, you may have 15 licenses for Microsoft Windows and each license is assigned to a
different computer. You can track which assets those licenses are tied to by associating the license
with the assets on the New/Edit Asset screens.

1. To create a new contract/license, from the Main screen, click New > Contract/License.
The New Contract screen can also be accessed from the Contract List by clicking the New

Record button on the toolbar. For_more information on using the List screens, see the
Working with Lists topic.
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Contrack

General Additional Information

Contract Number

Description

Internal Contack

Hyperlink.

Associated Assets

Azzociate

Help

Custom Texk

Bemove

Zustom Mumbers and Dates

Wendor Number

Licenses
1

Begin Date
nama2mz

Cast

2. Complete the requested information at the top of the screen.

-

()
[

This contract is for software,

End Date
04/18/2013 -

Mo End Date

Save LCloze

When you enter a Vendor, the icon next to the field is enabled as shown below:
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Contrack 4

General Additional Information Zuskom Text Zustom Mumbers and Dates
Contract Number wendor Humber
I - -
Description Licenses

1 This contract is for software,
Internal Contack Begin Date End Date

0a4M8/2012 - 04/18/2013 -
Hyperlink. Cost No End Date

(D) g

Associated Assets

Azzociate Bemove |

Help Save LCloze

Click on this icon to open the Edit Vendor screen so you can view this vendor's information.

You can optionally enter a hyperlink for this vendor. This can be a hyperlink to the vendor's
website or to a document stored on your network. Cost is also an optional field. You can enter
cost here, but keep in mind it is not tracked in Rosistem Assets.

3. You can associate assets with this contract/license by clicking the Associate button. The Asset
List appears. Highlight the desired listing, then click the Select button on the Asset List. The
selected asset appears in the Associated Assets grid as shown below:
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Contrack 4
General Additional Information Zuskom Text Zustom Mumbers and Dates
Contract Number wendor Humber
TaTlfzo0z012 totorola i
Description Licenses
1 This contract is for software,
Internal Contack Begin Date End Date
0a4M8/2012 - 04/18/2013 -
Hyperlink. Cost No End Date
Q| a
Associated Assets
300010230 MMetering Tools Depozit  Locatie
00008146 Other koaols Depozit  Locatie
Azzociate Bemove
Help Save LCloze

You can remowve an asset by highlighting it in the grid and clicking the Remove button.

If you associate an asset to a contract/license from this screen, this contract will display on the
asset's Edit Asset screen > Contracts tab.

4. Click OK sawe your changes.
6.5 Create New Depreciation Class
The Create New Depreciation Class screen allows you to specify what Depreciation Method, if any,
should be used to calculate depreciation for an Asset Type associated with the Class, and for what
period.
1. To access this screen, from the Main screen click New > Depreciation Class.
The Create New Depreciation Class screen can also be accessed from the Depreciation

Class List by clicking the New Record button on the toolbar. For_more information on using
the List screens, see the Working with Lists topic.
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6.6

New Depreciation Class 2

Name: |
Depreciation Method: MNone
Custom Percentage:

Life: > | Years S | Months

Fully depredate to salvage value

Help Save Close

2. Complete the fields on this screen. Name and Depreciation Method are required fields.

" ltisa good idea to use a descriptive Class name that incorporates some indication of the
depreciation method and the Years/Months you intend to specify for depreciation classes (with
Depreciation Method other than None).

Select the depreciation method you would like to use from the Depreciation Method drop down
menu. Selecting None from the list specifies that depreciation is not to be calculated for Asset
Types of this Class. Remember that these depreciation methods are selected on the Add/Edit
Depreciation Class screen. Please refer to the topic Create New Depreciation Class or to
the Definitions section for detailed definitions of each depreciation type.

Fully depreciate to salvage value option: If you select Double Declining, Custom or 150%
Declining, the Fully depreciate to salvage value option will be enabled. Leave this checkbox
selected (default) if you want Rosistem Assets to fully depreciate your assets to the salvage
value.

Example: Assume you select double declining balance over five years, and enter a salvage value
(entered on the Create New Asset screen) of 20.00 €. Assume that after 4 years, following the
double declining balance method, the asset may have depreciated to 40.00 €. In this situation, if
this checkbox is selected, Rosistem Assets will lower the value of the asset to the salvage value
- 20.00 € in this case - at year 4 despite what the actual depreciated value is.

Uncheck this option if you do not want Rosistem Assets to fully depreciate the asset.

3. Click OK when you have completed the screen.

d} If any method other than None has been selected, information must be entered in the Years and/or
Months fields.

Create New Department

The Create New Department screen allows you to enter a new Department to which an asset and/or
employee is assigned.
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1. To access this screen, from the Main screen select New > Department.

The Create New Department screen can also be accessed from the Department List by
clicking the New Record button on the toolbar. For more information on using the List
screens, see the Working with Lists topic.

New Department ¥z
Department

Department Code:

Department Name:

Help Close

2. Complete the fields on this screen. All fields are required.
3. Click OK after entering information to save the new record.

6.7 Create New Employee

The New Employee screen allows you to enter a new employee into the database. Employees, like
customers, can have assets checked-out to them.

Accessing the New Employee Screen

Using the General Tab

Using the Attachments Tab

Using the Picture Tab

Using the Transaction History Tab

Using the Custom Fields Tab

Accessing the New Employee Screen:
1. To access the screen, from the Main menu, click New > Employee.
The New Employee screen can also be accessed from the Employee List by click the New

Record button on the toolbar. For_more information on using the List screens, see the
Working with Lists topic.

In addition, it can also be opened automatically from the Check-Out screen if an unknown
Employee is entered.

2. The First Name, Last Name, Employee No., and Address Type fields are required and must be

© 2003-2015, Rosistem



72

Rosistem Assets

completed. The remaining fields are optional.

3. The New Employee screen is divided into tabs. Use the following links to jump ahead to the tab
of interest:

General, Attachments, Picture, Transaction History, Custom Fields

New Employee Screen > General Tab

New Employee R
Employee
First Name: Employee No:
Last Name: Title:

General | Picture  TransactionHistory CustomFields  Attachments

Department: . Manager: -
Phone Type: Work Phone = Fhane: Ext:
Email:
Address Type: Work Address -
Address 1: Address 2:
Mail Stop: City:
State: Postal Code:
Counfry:
Motes:
Help Save Close

d} If you intend to use the optional Manager field when defining one or more Employees, you must
define all the manager Employees ahead of non-manager Employees, working through your
organizational chart from the top down.

Select an Address Type from the drop down list, then provide any of the associated information you
have for this Employee. Address information can be entered for each Address Type you select.

New Employee Screen > Attachments Tab

To attach an image or other documentation for this Employee, click on the Attachments tab:
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New Employee T
Employee
First Name: Employee No:
Last Name: Title:

General Picture TransactionHistory CustomFields | Attachments

Attachments

Add

Employee Attachment

Help Save Close

Adding Attachments:

1. To add an attachment, click the Add button. A browser window will appear allowing you to
navigate your computer to find the desired file.

If you are adding a picture, and want to make the current image the "default" image (the image
that displays first on the Picture tab) click the Set Default Image button.

2. Click OK to add the file.

&% Attachments are copied to the Rosistem Assets database from external sources you
browse to when you click the Add button. Any change made to the external source file after
adding the attachment will not update the attachment in the database. To update the database
with a later version of an attached file, you must first remove the attachment from the database,
then add the file again.

Viewing Attachments:

To view an attachment that is already attached to the employee record, click the View button. The File
Associations defined in Windows Explorer determine which application will be started to open files,
based on their filename extensions. On most machines, a PDF file would be opened by Adobe®
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Reader, for example. Image attachments can be viewed the same way or you can use the Picture tab
to use Rosistem Assets's internal image viewer.

Removing Attachments:

To remove an attachment from the database, highlight the item in the Attachments window, then click
Remove.

Saving to File:

The Save to File button copies the selected attachment from the database to a location you specify on
your computer.

d} Attachments are not actually added to the database until the OK button is clicked.

New Employee Screen > Picture Tab
Click the Picture tab to view any image files that have been attached to this employee.

New Employee B2

Employee
First Name: Employee No:
Last Hame: Title:

General | Picture = TransactionHistory CustomFields  Attachments

Click here to add/select default picture.

Help Save Close

% The current default picture is always displayed on the Picture tab. Right click the image to see
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the pop up menu. This menu allows you to Add (a new) Image or to Select (a previously added)
Image. Any image you select for display will become the new default image.

=% The files listed in the Select Image sub-menu are sorted alphabetically, by filename. (In the
example shown, only one image file has been attached to this Employee record.)

(D Image files are not actually added to the database until the OK button is clicked.

New Employee Screen > Transaction History

The Transaction History tab displays the assets check-out to the employee and any assets the
employee previously had checked-out that have been checked back in.

New Employee

Employee
First Name: Employee No:
Last Name: Title:
General Picture | TransactionHistory = CustomFields  Attachments
Time Type Action User Mame
Print Transactions
Help Save Close

You can print a list of these transactions by selecting the Print Transactions button.

New Employee Screen > Custom Fields

© 2003-2015, Rosistem



76 Rosistem Assets

New Employee T
Employee
First Name: Employee Ho:
Last Name: Title:

General Picture  TransactionHistory | CustomFields | Attachments

Strings Mumbers
Custom Text 1: Custom MNumber 1:
Custom Text 2: Custom MNumber 2:
Custom Text 3 Custom MNumber 3:
Customn Text 4: Custom Number 4:
Custom Text 5: Custom MNumber 5:
Custom Text &: Dates
Custom Text 7: B lr i 3iE

Custom Date 2:
Custom Text &:

Custom Date 3:
Custom Text 5

Custom Date 4:
Custom Text 10:

Custom Date 5:

Help Save Close

% Seethe Using_Custom Fields topic for instructions on creating custom text, number and date
fields.

6.8 Create New Location

The New Location screen allows you to enter a new Location for an existing site to the database.
Locations are places within a particular Site where Assets reside. Typically, a Site is a building that
contains one or more inventory Locations.

1. To access the New Location screen, from the Main screen, click New > Location. The New
Location screen appears.

You can also access the New Location screen from the Location List by clicking the New

Record button on the toolbar. For_more information on using the List screens, see the
Working with Lists topic.
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Mew Location 3z

General Information | Custom Texts  Custom Mumbers and Dates

Site:
Location:
Description:

Motes:

Add Motes

Help Save Close

2. Enter the requested information on the screen. The Site and Location fields are required. If you
enter a site that does not exist in the database, the system will ask if you want to create the new

site now.

Description allows you to enter a description of the Location. This is useful when the Location
value is cryptic (For example, Location "A1B2" could be described as "Aisle 1 Bin 2".)

Notes is a text field available to record any additional information you might have about this
Location. Click the Add Notes button to edit the Notes field.

3. For information about the Custom Texts and Custom Numbers and Dates tabs, see Using
Custom Fields.

4. When the Close New Form option is turned off: Click Save to commit your entry or click Close
to exit the form.

When the Close New Form option is turned on: Click OK to commit your entry and exit the form
or Cancel to exit the form without saving your entry.

&% Users setup in the Admin Group in Security can limit use of Rosistem Assets to a single Site.
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6.9

See the Set Working Site help topic for more information.

Create New Manufacturer

The Create New Manufacturer screen allows you to enter a new Manufacturer in the database.
Manufacturers can be assigned to Asset Types. If a Manufacturer is also your Vendor for an Asset
Type, it is best to define the company in the software as a Vendor, in addition to defining it as a
Manufacturer.

1. To access this screen, from the Main screen, click New > Manufacturer. The New
Manufacturer screen will appear.

New Manufacturer b

General Information | Additional Information  Custom Texts  Custom Mumbers and Dates

Name:

Address:

Address Type: Manufacturer Billing -

Address 1:

Address 2:

Mail Stop: City:

State: Postal Code:

Country:

Phone: Fax:
I

Email: Web Site:

Help Save Close

The New Manufacturer screen can also be accessed from the Manufacturer List by clicking the

New Record button on the toolbar. For more information on using the List screens, see the
Working with Lists topic.

2. Complete the information on the screen. The Name and Address Type fields are required; all
other fields are optional.

Select an Address Type from the drop down list, then provide any of the associated information
you have for this Manufacturer: Address 1, Address 2, Mail Stop, City, State, Postal Code and
Country. Address information can be entered for each Address Type you select.

Different Phone, Fax, Email and Web Site information can be entered for different Address
Types.

3. The Additional Information tab provides optional fields where other information about the
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Manufacturer can be recorded: Contact Name, Contact Phone, Extension, Contact Cell No.,
Contact Fax and Notes fields.

Notes is a text field available to record any additional information you might have about this
Manufacturer. Click the Add Notes button to edit the Notes field.

New Manufacturer
General Information | Additional Information | Custom Texts  Custom Numbers and Dates
Contact Person Information:

Caontact Name:

Contact Phone: Extension:
Contact Cell Mo: Contact Fax:
Motes:
Add Motes
Help Save Close

4. For information about the Custom Texts and Custom Numbers and Dates tabs, see Using
Custom Fields.

5. When the Close New Form option is turned off: Click Save to save your entry or click Close to
exit the screen.

When the Close New Form option is turned on: Click OK to save your entry and exit the form or
Cancel to exit the screen without saving your entry.

6.10 Create New Site

The New Site screen allows you to add a new Site to your database. Typically, a Site is a building
that contains one or more asset Locations. For instance, Sebastian's Office might be a location within
the site My Company. Pay attention to the Site you are working with when using Rosistem Assets.

&% Users setup with Administrative Privileges in Security can limit use of Rosistem Assets to a single
Site. See the Set Working Site help topic for more information.

%% It is not uncommon to use this product with only one Site defined. A minimum of one Site is
required.

© 2003-2015, Rosistem



80

Rosistem Assets

1. To access the New Site screen, from the Main screen click New > Site. The New Site screen
appears.

The New Site screen can be accessed from the Site List by clicking the New Record button on

the toolbar. For_more information on using the List screens, see the Working with Lists
topic.

New Site EZ
General Information || Custom Texts || Custom Mumbers and Dates
Site:

Description:

Motes:

Add Motes

Help Save Close

2. Description allows you to enter a description of the Site. This is useful when the Site value is
cryptic (For example, Site "H7" could be described as "Hangar 7".)

Notes is a text field available to record any additional information you might have about this Site.
Click the Add Notes button to edit the Notes field.

3. For information about the Custom Texts and Custom Numbers and Dates tabs, see Using
Custom Fields.

4. When the Close New Form option is turned off: Click Save to save your entry or click Close to
exit the screen.

When the Close New Form option is turned on: Click OK to save your entry and exit the form or
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Cancel to exit the screen without saving your entry.

6.11 Create New Vendor

The Create New Vendor screen is used to enter a new vendor into the database. Vendors can be
assigned to Asset Types.

1. To access the screen, from the Main screen click New > Vendor. The New Vendor screen
appears.

The New Vendor screen can also be accessed from the Vendor List by clicking the New

Record button on the toolbar. For_more information on using the List screens, see the
Working with Lists topic.

If a Vendor is also your Manufacturer for an Asset Type, it is best to define the company in the
software as a Manufacturer, in addition to defining it as a Vendor.

New Vendor EZ

General Information | Additional Information  Custom Texts  Custom Numbers and Dates

Vendor Code: Mame:

Address:

AddressType:  vengor Biling -

Address 1:

Address 2:

Mail Stop: City:

State: Postal Code:

Country:

Phone: Fan:

Email: Web Site:

Help Save Close

2. Enter the requested information on this screen. The Vendor Code and Address Type fields are
required. All other fields are optional.
Select an Address Type from the drop down list, then provide any of the associated information
you have for this Vendor: Address 1, Address 2, Mail Stop, City, State, Postal Code and

Country. Address information can be entered for each Address Type you select.

Different Phone, Fax, Email and Web Site can be entered for different Address Types.
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3. The Additional Information tab provides optional fields where other information about the Vendor
can be recorded: Contact Name, Contact Phone, Extension, Contact Cell No., Contact Fax
and Notes fields.

Notes is a text field available to record any additional information you might have about this
Vendor. Click the Add Notes button to edit the Notes field.

New Vendor 52
General Information | Additional Information | Custom Texts  Custom Numbers and Dates
Contact Person Information:

Contact Name:

Contact Phone: Contact Ext.:
Contact Cell No: Contact Fax:
Motes:
Add Notes
Help Save Close

4. You can optionally enter information on the Custom tabs. For information about the Custom
Texts and Custom Numbers and Dates tabs, see Using Custom Fields.

5. When the Close New Form option is turned off: Click Save to save your entry or click Close to
exit the screen.

When the Close New Form option is turned on: Click OK to save your entry and exit the form or
Cancel to exit the screen without saving your entry.

6.12 Using Custom Fields

Custom fields allow you to define fields in Rosistem Assets to capture information specific to your
needs. For example, if you want to capture a special code called Widget Code for each asset entered
into Rosistem Assets, you can turn on the_Edit Field Names function, then create your field on the
Custom Fields tab of the New/Edit Asset screen.

Note: Keep in mind that creating custom fields is different from renaming screens/field names. If you
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want to rename standard field names in Rosistem Assets (for example, changing the name of the Audit
screen to Verify) please refer to the topic Customizing Field Names.

Creating Custom Fields:

1. Make sure the Edit Field Names function is turned on in the Options screen.

2. Open the Custom Fields tab on any screen that contains that tab. When the Edit Field Names
function is turned on, the fields will appear as shown below:

Strings Numbers
Custom Text 1: - Custom Mumber 1: 0,0
Custom Text 2 - Custom Mumber 2: 0,0
Custom Text 3: - Custom Mumber 3: 0,0
Custom Text 4: . Custom Mumber 4: 0,0
Custom Text 5 - Custom Mumber 5: 0,0
Custom Text &: - Dates
Custom Text 7: - Custom Date L 103002011 16:54:50 ~
Custom Date 2: 07 FEA-C -
Custom Text 8: - 10/30/2011 16:54:50
Custom Date 3: 13042 5:54:5 -
Custom Text 9: - 10/20/2011 1 0
Custom Date 4 10/30/2011 18:54:50 -
Customn Text 10: -
Custom Date 5 10/30/2011 18:54:50 -

3. Click in the field for which you want to create custom data. Your options differ depending on what
type of custom field you are creating (Text, Number or Date).

Custom Text Fields: If you are creating a Custom Text Field, the screen shown below appears:

Tips for creating Custom Numbers and Dates:

Custom Number fields will accept wvalues ranging from -999999999999999.9999 to
999999999999999.9999.

Custom Dates will be displayed in the same format as found elsewhere in the product.
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71

7.2

Editing Information

Edit Asset

The Edit Asset screen allows you to modify an existing asset. This screen is accessed from the Asset
List by highlighting an asset in the list, then clicking the Edit button on the toolbar. For_more
information on using the List screens, see the Working with Lists topic.

The Edit Asset screen is identical to the New Asset screen, except all the information previously
entered for the asset appears on the screen. You can change any of this information. For_information
on using each tab of the screen, please refer to the Create New Asset topic.

Edit Asset E
Asset
Asset Tag: 10559 Multiple Check-Out
Asset Description: Vodafone 246 Black Pachet Prepaid cu SIM

General | Assetlinking Depreciation Picture  Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Site: Cristian Popisteanu i Asset Type: Vodafone 245 Black =
Location: MAGAZIE = Asset Type Description: | Vodafone 246 Black Pachet Prepaid cu SII
Department Code: 002 - Manufacturer: Vodafone -
Serial Mo: Model:

Condition: - Vendor Mumber: -
Hyperlink: i Checkout Length: 0 days =0 min

Additional Info: . Lead Time: 0 days m

Depredation Class:

Category:

Help Print Tag oK Cancel

Edit Depreciation Class

The Edit Depreciation Class screen allows you to modify an existing Depreciation Class. This screen
is accessed from the Depreciation Class List by highlighting a listing and clicking the Edit Record
button on the toolbar. See the Working with Lists help topic for more information.

The Edit Depreciation Class screen is identical to the New Depreciation Class screen, except all the
information previously entered for the class appears on the screen. You can change any of this

information. For_information on using the screen, please refer to the Create New Depreciation
Class topic.
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d} Keep in mind that any changes made to an existing Depreciation Class will impact depreciation
calculations for every Asset Type associated with this class.

Edit Depreciation Class X
Hame: Test
Depreciation Method: None -

Custom Percentage:

Life: S| Years % | Months

Fully depreciate to salvage value

Help oK Cancel

7.3 Edit Contract/License

The Edit Contract/License screen allows you to modify an existing contract/license. This screen is
accessed from the Contracts List by highlighting an contract in the list, then clicking the Edit button on
the toolbar. For more information on using the List screens, see the Working with Lists topic.

The Edit Contract/License screen is identical to the New Contract/License screen, except all the
information previously entered for the contract appears on the screen. You can change any of this

information. For_information on using each tab of the screen, please refer to the Create New
Contract/License topic.
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7.4

Contract

General | Additional Information

Contract Number
0198827

Description
Internal Contact

Hyperlink

Associated Assets

Associate

Help

Edit Customer

Custom Text  Custom Mumbers and Dates

Vendor Number

Licenses
1

Begin Date
10/3002011

Cost

Remove

0,0000

This contract is for software.

End Date
TWIN2012 -
Mo End Date

DK Cancel

The Edit Customer screen allows you to modify an existing customer. This screen is accessed from
the Customer List by highlighting an customer in the list, then clicking the Edit button on the toolbar.
For more information on using the List screens, see the Working with Lists topic.

The Edit Customer screen is identical to the New Customer screen, except all the information
previously entered for the customer appears on the screen. You can change any of this information.
For information_on using the New Customer screen, please refer to the Create New Customer

topic.
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Edit Customer T

General Information | Additional Information  Custom Texts  Custom Mumbers and Dates

Customer No.: C1 Mame: Customer 1

Company Mame: Departrent:

Date Added: 30 octombrig 2011 -
Address:

Address Type: Customer Billing -
Address 1:

Address 2:

Mail Stop: City:

State: Postal Code:

Country:

Help DK Cancel

7.5 Edit Department

The Edit Department screen allows you to modify an existing department. This screen is accessed
from the Department List by highlighting an department in the list, then clicking the Edit button on the
toolbar. For more information on using the List screens, see the Working with Lists topic.

The Edit Department screen is identical to the New Department screen, except all the information
previously entered for the department appears on the screen. You can change any of this information.
For information on using the Department screen, please refer to the Create New Department
topic.
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7.6

Edit Department EZ
Department
Department Code:
o5

Department Name:
PROMO

Help oK Cancel

Edit Employee

The Edit Employee screen allows you to modify an existing employee. This screen is accessed from
the Employee List by highlighting an employee in the list, then clicking the Edit button on the toolbar.
For more information on using the List screens, see the Working with Lists topic.

The Edit Employee screen is identical to the New Employee screen, except all the information
previously entered for the employee appears on the screen. You can change any of this information.
For_information on using each tab of the Employee screen, please refer to the Create New
Employee topic.
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Edit Employee EZ

Employee

First Hame: John Employee No: 1

Last Name: smith Title:

General | Picture  TransactionHistory CustomFields  Attachments
Department: - Mariager: -
Phone Type: - Fhone: Ext:
Emil:
Address Type: Work Address -
Address 1. Address 2:
Mail Stop: City:
State: Postal Code:
Country:
Motes:
Help oK Cancel

7.7 Edit Asset Type

The Edit Asset Type screen allows you to modify an existing asset type. This screen is accessed from
the Asset Type List by highlighting an asset type in the list, then clicking the Edit button on the toolbar.
For more information on using the List screens, see the Working with Lists topic.

d} Keep in mind that editing an Asset Type will affect every Asset associated with that Asset Type.

The Edit Asset Type screen is identical to the New Asset Type screen, except all the information
previously entered for the asset type appears on the screen. You can change any of this information.
For_information on using each tab of the screen, please refer to the Create New Asset Type
topic.
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7.8

Edit Asset Type

Asset Type: Monitor Beng GL 2240

Description: Monitor Beng GL 2240

General = Attachments  Picture  Custom Fields

Dimensions

Width:

Manufacturer:

Model: Height:
Vendor Number: Length:
Depreciation Class: Weight:
Category:

Checkout Length: 0 days = Ohrs Omin

Lead Time: 0 days = Ohrs Omin

Hyperlink:

Help oK Cancel

Edit Location

The Edit Location screen allows you to modify an existing location. This screen is accessed from the
Location List by highlighting a location in the list, then clicking the Edit button on the toolbar. For
more information on using the List screens, see the Working with Lists topic.

The Edit Location screen is identical to the New Location screen, except all the information
previously entered for the location appears on the screen. You can change any of this information. For
information on using the Location screen, please refer to the Create New Location topic.
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Edit Location B

General Information . Custom Texts  Custom Mumbers and Dates

Site: m
Location: FQ
Description:
Motes:
Add Motes
Help oK Cancel

7.9 Edit Manufacturer

The Edit Manufacturer screen allows you to modify an existing Manufacturer. This screen is accessed
from the Manufacturer List by highlighting a manufacturer in the list, then clicking the Edit button on
the toolbar. For more information on using the List screens, see the Working with Lists topic.

The Edit Manufacturer screen is identical to the New Manufacturer screen, except all the information
previously entered for the manufacturer appears on the screen. You can change any of this information.

For_information on using the Manufacturer screen, please refer to the Create New
Manufacturer topic.
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Edit Manufacturer

General Information | Additional Information  Custom Texts  Custom Mumbers and Dates

Name: Canon

Address:
Address Type: Manufacturer Biling

Address 1:

Address 2:

Mail Stop: iy

State: Postal Code:

Country:

Phone: Fax:

Email: Web Site:

Help OK Cancel

7.10 Edit Site

The Edit Site screen allows you to modify an existing site. This screen is accessed from the Site List
by highlighting a site in the list, then clicking the Edit button on the toolbar. For_more information on
using the List screens, see the Working with Lists topic.

The Edit Site screen is identical to the New Site screen, except all the information previously entered
for the site appears on the screen. You can change any of this information. For information_on using
the Site screen, please refer to the Create New Site topic.
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Edit Site EZ
General Information || Custom Texts | | Custom Mumbers and Dates
Site: T

Description:

Motes:

Add Motes

Help OK Cancel

7.11 Edit Vendor

The Edit Vendor screen allows you to modify an existing vendor. This screen is accessed from the
Vendor List by highlighting a vendor in the list, then clicking the Edit button on the toolbar. For more
information on using the List screens, see the Working with Lists topic.

The Edit Vendor screen is identical to the New Vendor screen, except all the information previously
entered for the vendor appears on the screen. You can change any of this information. For
information on using the Vendor screen, please refer to the Create New Vendor topic.
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712

Edit Vendor

General Information | Additional Information  Custom Texts  Custom Mumbers and Dates

Vendor Code: WEBCOM Mame:
Address:
AddressType: | viendor Biling
Address 1:
Address 2:
Mail Stop: City:
State: Postal Code:
Country:
Phone: Fax:
Email: Web Site:
Help OK Cancel

Mass Update

Rosistem Assets allows you to select multiple Assets from the Asset List and update a number of fields.
For example, if you want to update warranty information for all Assets under a certain Asset Type, you
can select all of those assets on the Asset List and make the change at one time.

Using Mass Update:

1. From the Main screen, select List Forms > Asset List.
or
From the Main screen, select Asset Management > List Assets.

2. On the Asset List screen, select the Assets you want to update. You can use the filter features to
drill down to the assets you want.

3. Now select all assets you want to change by holding down the Ctrl key and clicking on each one
you want. Or you can select assets by holding down the SHIFT key and clicking on two assets.
All assets in between the two you clicked on will be selected.

4. When you have selected the assets you want to change, click the Mass Update button on the
toolbar:
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r
Asset List = 2=

y = » 5 9 (o8 & =, W 8 .

Filter Toggle | Mew Edit Dispose Duplicaty Mass Update || CheckIn Check Out th& Maintenance | Print Export Group Hidden | Views Print Tags View Linking View

| Linking \ Asset Tag | Asset Description \ Asset Type | Asset Type Des. | Transact As Wh... \ Site: | Location \ Department Code | Checked Out \ Serial *
> 028 edunuhic do lizdum eiie doUedi whicdo T L X

T 11030 Mini converter S...  Mini converter S...  Mini converter S. T Cristian Popistea... Magazie tehnic

1 \“{-. Has Parent 11031 2RU Rackmount... = 2RU Rackmount.. 2RU Rackmount... T m Popisteanu M Y

1 _\'{q Has Parent 11032 UPS 15004 Ra. UPS 1500WARa... ' UPS 1500VARa.. T m Popisteanu Y

Tl Not Linked 11033 Server Cinegy Ai... Server Cinegy Ai... Server CinegyAi.. T Adriatica ‘Studio Y
s Has Parent 11035 Intel network car..  Intel network car... - Intel network car... - T Adriatica MCR

_\“{q Has Parent 11036 Intel network car...  Intel network car... - Intel network car... - T Adriatica MCR

_\“{q Has Parent 11037 Intel network car..  Intel network car... - Intel network car... - T Adriatica MCR

[ Not Linked 11038 Notebook HP 43...  Notebook HP 43.. Notebook HP 43... ' T Cristian Popistea... ' MAGAZIE

[ Not Linked 11038 Notebook HP 43...  Notebook HP 43.. Notebook HP 43... ' T Cristian Popistea... | MAGAZIE

:\“{q Has Parent 11040 Pupitru lumini DO. Pupitru comanda... - Pupitru lumini DO... T Palatul Copiilor PACO lluminare Y =
\“{-. Has Parent 11041 Dimmer lumini M1.. Dimmer lumini K Dimmer lumini T Palatul Copiilor PACO lluminare Y

[ Not Linked 11042 Generator audio ... Generator audio ... - Generator audio ... T Cristian Popistea... ' Laborator Y

_\“{q Has Parent 11043 Generator audio ... Generator audio ... | Generator audio T Cristian Popistea... | Radiorelee Y

[ Not Linked 11044 Hard disk Seaga... Hard disk Seaga. Hard disk Seaga... ' T Cristian Popistea... - Arhiva Stiri Y -

Record: M 4 [ 1.01g0f 1297 » »i 4] il ] »

Help Close

Viewing: Active Assets

The Mass Update screen appears:
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Asset Mass Update 2
Asset Tan | Asset Description | Asset Type | Department Code | Condition | Manufacturer | Madel | Che
11030 Mini converter 5...  Mini converter S... Blackmagic Design 0 c
11033 Server Cinegy A... - Server Cinegy A... Cinegy 0 g
Record: 14 4 | Jdof 2 » M4 il »

General | cystomFields

General Depreciation
Department Code: |<Blﬂnk= v|
Condition: |<B|an|-;> vl
Asset Type: | v|
Purchase Order: | v|
Description:
Purchase Date: [100z01 170811 |
Description | v| Purchase Cost: | Ell
S - Salvage Value: | Dl
e _ | | Depreciation Begin Date: [ 1013012011 17:08:11 -]
Hoce | ]
Warranty
[ vendor be | v| .
Begin: [10r30:2011 17:08:11 -]
[ Checkout Length Odays |59 Ofrs Omin (= End: [10m0z011 17:0811 -]
[[] Lead Time Odays |5 Ohrs Omin = Provider: | 'l

Additional Info:

Help Cancel

5. The top portion of the Mass Update screen displays the assets you have selected. If needed,
scroll through the columns in this window using the bar on the right. As with other lists in
Rosistem Assets, you can sort the list by clicking on the column headers.

6. Select the checkboxes in front of each field you wan to updated, then enter the information you
want to change. Any fields you have selected (a checkmark will appear in the box as shown in the
example below) will be updated. Unchecked fields will not be updated. Remember that once you
click Save, any information you enter here will be applied to all assets that appear in the window.
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Asset Mass Update £
Asset Taa | Asset Description | Asset Type | Department Code | Condition | Manufacturer | Madel | Che
11030 Mini converter 5...  Mini converter S. .. Blackmagic Design 0c
11033 Server Cinegy A... - Server Cinegy A... Cinegy 0 g
Record: M [ dof 2 » ¢l | 4] il »
General | Cystom Fields
Cepearal Depreciation
Department Code: PrROMO -
Condition: <Blanks v|
Asset Type: Server Cinegy Air SD Playout -
Purchase Order: | v|
Description: i i
P Server Cinegy Air SD Playout Purchase Date: TTE T DAL - |
Description Server Cinegy Air SD Playout ~ Purchase Cost: | 0 |
) Salvage Value: | Gl
Manufacturer Cinegy -
Depreciation Begin Date: 1302011 17:08:11 - |
Modgl M
Warranty
Vendor be -
Begin: [10r30:2011 17:08:11 -]
w| Checkout Lenath od z in == — -
: e 0frs 0 min End: 107302011 17081 -]
[#] Lead Time Odays = Ohrs Omin = Provider: | 'l
Additional Info:
Help Save Cancel

You can manually type information into the fields or use the drop down menus. Most drop down
menus will provide the options of <Blank> and <More>. <Blank> means any information
previously contained in the field will be removed. <More> accesses the associated List screen
allowing you to select from all Manufacturers, Vendors, etc.

Any fields that appear in bold are required fields. You cannot select Blank for required fields.
Which fields are required will vary depending on your Custom Field Name settings.

Keep in mind that the Depreciation checkbox cannot be selected unless all assets in the Mass
Update window are associated with an Asset Type that can be depreciated. Depreciation is
activated at the Asset Type level on the New Asset Type or Edit Asset Type screen.

If the Edit_Inherited Asset Type Data option is disabled on the Options screen, you will not be
able to edit data under the Asset Type.

7. After you have entered information in the desired fields, click the Save button. Remember that
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once you click Save, any information you enter here will be applied to all assets that appear in the

window.
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8.1

Using the Lists

Working with Lists

The software contains sewveral list screens that enable you to quickly view and access a variety of
information. Available list screens are:

e Assets e Employees

¢ Asset Types ¢ Locations

e Contracts ¢ Manufacturers

e Customers ¢ Sites

e Departments ¢ Transactions

¢ Depreciation e Vendors
Classes

Note: These screens all function the same; however, individual options may vary for each screen. This
topic covers how to use all functions available on the list screens. Keep in mind that not all list screens
contain all functions mentioned here.

Below is an example of the basic list screen layout. This is an example of the Asset List, the list screen
you will probably use most often. This list screens are divided into three sections (labeled A through C in
the example below):

A. Menu Bar

B. Toolbar

C. Contents List
D. Buttons

In addition to these menus there are also "Context-Sensitive Menus" that appear when you right-click
on certain areas of the screen. These provide another way to access many of the functions available in
the toolbar. These types of menus are also discussed later in this section.

© 2003-2015, Rosistem



Using the Lists| 103

ifﬂ Asset List A == @
B
2 ¥, W P |5 [ 8 &Y
Filter Toggle | Mew View Dispose Duplicate Mass Update | CheckIn Check Out Mowve Maintenance | Print Export Group Hidden | Views Wiews Linking  Print Tag
Linking Asset Tag Asset Descripion | Asset Type Transact 43 Wh... | Site Location Department Code | Checked Out
Mot Linked i Mo g T Fioom 4
Not Linked - 4013 " Manitor Maoritar 17" il Main Office Room 4 1203
Not Linked - 4020 17" Monitor Moritar 17" 17" Monitor T Main Office Room 4 1203
Not Linked - 4022 17" Manitar Maonitar 17" 17" Monitar T Main Office Fioom 4 1203
Not Linked - 4023 17" Monitor Maoritar 17" 17" Monitor T Main Office Room 4 1203
Mot Linked © 4024 17" Manitar Maonitar 17" 17" Monitar ] Main Office Fioom 4 1203
Not Linked © 4025 17" Manitar Maonitar 17" 17" Monitar T ain Office Fioom 4 1203
Not Linked - 4026 17" Monitor Maoritar 17" 17" Monitar ] Main Office Room 4 1203
Mot Linked - 4028 17" Manitar Maonitar 17" 17" Monitar T ain Office Fioom 4 1203
Not Linked - 4032 17" Manitar Maonitar 17" 17" Monitar il Main Office Fioom 4 1203
Not Linked - 4034 PC tower v/ Win...  PCHP Tower PC tower wd Win., - T Main Office Office 3 1203
Mot Linked © 4051 Mac Tower MAL Tower Mac Tower T Main Office Office 3 1203
Naot Linked - 4052 tac Tower AL Tower htac Tower T tain Office Office 3 1203
Not Linked - 4055 Mac Tower MAL Toveer Mac Tower ] Main Office Office 3 1203
Mot Linked © 4056 Mac Tower MAL Tower Mac Tower T Main Office Office 3 1203
Naot Linked . 54320 17" Monitor tdanitor 17" 17" Monitor T tain Office Office 2 108
Not Linked - 54321 17" Monitor Maoritar 17" 17" Monitor T Main Office Room 4 1203
Recard: 4 1af 17 @ < | il '
Viewing: Disposed &ssets

Quick Links:

Click a link below to jump to that section of the topic:

Section A: Menu Bar

Section B: Toolbar

Section C: Contents List

Section D: Buttons

"Context-Sensitive Menus"

Section A: Menu Bar

The menu bar appears at the top of the screen and provides access to two menus:

Tools - Accesses the Reset All Grid Settings function. This option is found at the top of all lists.
Select this option to reset all lists to their default settings. All filters, rearranged columns, group
settings, etc. will be reverted to their default statuses.

View (Asset List Only) - The View menu option allows you to filter what assets display in the list.
Options are:

¢ Linked Assets Only - Displays only Linked assets

¢ Unlinked Assets Only - Displays only assets that are not linked to other assets.
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e Top Level (linked) Assets Only - Displays only "Parent" assets, not the assets associated with
them.

e Top Level (all) Assets Only

¢ Disposed Assets - Displays all assets that have been marked as Disposed.

Section B: Toolbar

AY 0@ X @ ® 5 5 P SEE =¥ X W

Filter Toggle | Mew Edit  Dispose Duplicate hass Update | CheckIn Check Out Mowe Maintenance | Print Export Group  Hidden | Wiews e \IlewLmiﬂng Print Tags

The toolbar at the top of the list screen provides quick access to a variety of functions and also allows
you to customize how the information on the list is displayed. Keep in mind that if the >> icon appears
in the toolbar of your list, there are hidden icons.

Re-Ordering Icons - You can re-order the icons contained in the toolbars. For example, you can move
the Magnifying Glass icon (access the Filter function) from the far left position on the toolbar to the far
right position. To do this:

1. Press and hold the ALT key on your keyboard,

2. Click on an icon and drag it to a new position on the toolbar.

Displaying Hidden Icons - If the list contains too many icons to display at one time you will see a
double arrows icon in the top right corner of the toolbar as shown below:

FliE . | [ -

W Enies W ey =

-

[TT]

Click on the double arrows to display the hidden icons:

o
= &
L | -

i s Wien =

0, [

1 )
o Il
R oo e

Wiy Linwking Print Tags

Each of the functions available on the toolbars is described below:

Button |Description

Filter - Accesses the Find screen allowing you to quickly enter information to narrow your
search. For_more information on the Find screen, please see the Simple Find hel
topic.

Toggle Filter - Once you have entered a filter on the Find screen, the list results will be
limited to the information you entered. You can click on the Toggle Filter button to revert
back to seeing all of the list items. Click it again to reapply your filter.

New - Accesses the New screen allowing you to enter a new Asset, Asset Type, etc.

%

/‘
N

Edit - Assesses the Edit screen allowing you to update and change information.

|
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Dispose or Delete - This icon is called Dispose on the Asset List. It allows you to Dispose of

the selected item in the list. For_more information on the Dispose transaction, please
see the Dispose help topic.

X

This icon is called Delete on other lists. It allows you to delete selected items in the lists.

Duplicate - Allows you to copy the information from the item selected in the list to a new
item.

Mass Update - Rosistem Assets allows you to select multiple Assets from the Asset List and
update a number of fields. For example, if you want to update warranty information for all
Assets under a certain Asset Type, you can select all of those assets on the Asset List and
make the change at one time. For_more information on the Mass Update transaction,
please see the Mass Update help topic.

Check In- Accesses the Check In screen allowing you to check in an asset. For_more
information on the Check In feature, please see the Check-In help topic.

Check Out - Accesses the Check Out screen allowing you to check out an asset to an
employee or customer. For more information on_the Check Out feature, please see the
Check-Out help topic.

Move - Accesses the Move screen allowing you to move one or more assets from one
location to another. For_more information on the Move feature, please see the Move

HEC

55

4".}
25

L
help topic.
f“}_ﬁi View Linked Assets - If you are using asset linking, highlight a listing, then click the View
W) Links button to view the parent asset and any children. Below is an example of the View

Linked Assets screen.

Yiew Linked Assets 2

(12X [ | » % &

Mew  Edit  Dispose Duplicate CheckIn Check Out Mowe
[ 10~ Kit T¥ pt, filmari ext, CAMS [Kit T¥ p. fimari ext, CAMS] |
10063 - Cametra videa Sony PRMW-EX1R CAMS [Camera video Sony PMW-EX1R]
10075 - 50 card adaptor Sony MEAD-3001 [SD card adaphor Sony ME&D-300
10093 - Bakkery pack Sony BP-UG0 [Battery pack Sony BP-LIGO]
10105 - Casti Sony MOR-7S05 [Casti Sony MDR-7505]
10125 - Microfon Sony ECM-6739 [Microfon Sony ECM-6739x%]

3

10187 - Incarcakor acumulatori Sony BC-UZ [Incarcakor acumulatori Sony BiC-
10195 - Geanta camera Petrol PC20Z [Geanta camera Petrol PC20Z]

10215 - Trepied Manfrotto S04HD, 546BK [Trepied Manfrokto S04HD,S546EE]
10292 - Memory card Sx5SPro Sony SEP-16 [Memory card SxSPro Somy SEP-1

10304 - Lampa camera LP Micro [Lampa camera LP Micra]
10319 - Husa ploaie Petrol PR 410 [Husa ploaie Petrol PR 410]
10344 - Card memorie SDHC 16GE [Card memorie SOHC 16GE]
10360 - Filkro Howa UY-HMC 77mm [Filkro Hoya U-HMC 77mm]
(4] i | b
Help Cloze

(4
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Notice that in this example the asset that was highlighted in the Asset List appears
highlighted on the View Links screen (asset 123 in this example). The parent asset appears
at the top. If asset 123 had children linked to it, those would also appear on this screen.

There is a toolbar at the top of this screen allowing you to perform actions on the assets on
the screen. These functions are listed below:
¢ Create New
Edit
Dispose
Copy
Check In
Check Out
Move

Print - Allows you to print the list. When this button is selected, a standard Page Setup
screen appears allowing you to enter margins. An example of this screen is shown below:

Page Setup @

-

Paper

Size: | Letter = |

Source; | Automatically Select - |

Orientatian M arginz [millimeters)

@ Portrait Left: 10 Right: 10

Landzzape Top: 10 Bottar: 10

(] ] | Cancel

Click the OK button on the Page Setup screen to print the list. The list will print to your
default printer. To change which printer the list is sent to, click the Printer button on the
Page Setup screen. A Printer selection screen similar to the one shown below appears:
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i "

Print @

Prirter

Mame: Canaon M#320 zenes Printer v| | Properties. .. |

Statuz: Ready
Type: Canon Mx320 zenes Printer
Where:  USBO02

Comment:
Prirt range Copies
@ Al Wurnber of copies: 1 s
Fages
Collate
Selection 1'1 2'2 3'3
k. ]I Cancel

Choose your printer from the drop down, then click OK to return to the Page Setup screen.
Export - Allows you to export the entire asset list to a comma-delimited text file.

What is a comma-delimited file?

This is a type of data format in which each piece of data is separated by a comma. This is a
popular format for transferring data from one application to another, because most database
systems are able to import and export comma-delimited data. When data is represented in

comma-delimited format they also are referred to as comma-separated values, abbreviated
CSv.

When the Export button is selected, a screen appears allowing you to specify where the

exported data will be saved on your computer. An example of the Export screen is shown
below:

© 2003-2015, Rosistem



108

Rosistem Assets

Y] Export To File @

@QV| . b Libraries » Documents » Export v|*"‘.?|| Search Export 3

Organize = Mew folder = - .@1

't Favorites Documents library
Export

Arrange by:  Folder «

- Libraries
3 Documents
rJ’- fusic Mo iterns match wour search,
| Pictures

E Wideos

Marne ‘ Date modified Type

18 Camputer

‘?ﬂ Meturark

L] 1 | 3

File name: -

Save as type: | "Comma Separated files (*.csv) v]

“ Hide Folders Save ] [ Cancel I

Make sure you sawe this to a location you can remember. You must also choose a name for
your file on this screen. After you have made your selections, click Save to export your data.

A confirmation message will appear when your data has been successfully exported by the
system.

Display/Hide Group Selections - The list screens provide you with the capability of
"grouping" the displayed information so you can view data in a way that is most easy-to-read
for you. You can have one group, two groups, or many groups depending on how you want to
view your information. For instance, if you want all assets on the Asset List to be displayed
grouped by location, you can quickly set this up.

To see the grouping options, click the Display/Hide Group Selections button. The top of the
list screen expands to display the group selections as shown below:

P

Site Description

I ain Office

Showroom

Creating Groups
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1. To create a new group, click on a column header, then drag it to the space indicated on
the screen. For example, if you want to group information by Site, click on the Site

column header and drag it to the indicated space.

b2
Site
L .
Site Description
: Main Dffice
Showroom

2. The screen now lists Site as one of your groups and the sites are grouped according to
what Site they are assigned.

Site

Site Dezcription
- | Site: Main Office

i Main Office
- | Site: Showroom

Showroom

3. You can create additional groups to further organize your information by continuing to
drag and drop column headers.

Site -
. Deszcription

Site Dezcription

- | Siter Main Office
- | Dezcription:  [none)
i Main Office
- | Siter Showroom
- | Description:  [none)
Showroom

4. By default, the groups list information in ascending order. You can change this to
descending order by clicking on the group name. Notice that after you click on the
group name, the arrow next to the name is now pointing in the opposite direction and

the information on the screen is reorganized.
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Site Dezcription
- | Site: M ain Office

i Main Office
- | Site: Showroom

Showroom

Deleting Groups

1. If you no longer want to display information in a particular group you can easily ungroup
the data. For instance, if you have created a group for Site and another for Location, but
now wish to only group by site, you can remowve the location group by clicking on the
group name and dragging it down into the column header section. Let go of your cursor
anywhere in the column header section and the group disappears.

Site *
Site Cite Dezcrption
- | Site: Showroom
Showraom
- | Site: K ain Office

i Main Office

2. The information contained in that group still appears on the display screen, but it is no
longer grouped together.

Site Dezcrption

{Main Office
S howroom

||||||"| Print Tags/Labels/Badges - This button is available on the Asset, Employee, Location Lists
only. This option allows you to print barcode labels for any assets, employees, etc. selected

in the list.

Note: You must select a Label Printer prior to printing tags from the List screens.

To Print Tags/Labels:

1. Click the Print Tags button on the toolbar. The following screen will appear:

© 2003-2015, Rosistem



Using the Lists| 111

-
Report Viewer - = b4
i Print Export | [£] ContentMap 4 Find..? | [@ Barcade Label Setup (3 Watermark [2] Edit Barcode Label | £ Refresh
Location 1
Location 1
Location 1
Page 1 of 1

2. Click Print button and the print dialog screen is shown as below window.

lﬁ

Prinkter

@ anon Mx320 series Prinker

ad [ Setkings. .. ]
Print ta File
Page range Copies
@ Al Count: |E E"
() Current page
() Pages:

Collate
Enter page numbers andjor page ranges,
separated by commas. For example, 1,3,5-12

l Prink I [ Zancel

3. Click the OK button.

Show Hidden Columns - The list allows you to hide columns by right-clicking on a column
label and selecting Hide Column. This enables you to hide information you do not usually

need. You can quickly view the columns you have hidden by clicking the Show Hidden

Columns button. A popup screen similar to the one below appears listing all columns that are
not currently visible.
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Hidden Columns =]

Custarn D ate 1 -
Custarn D ate 2
Cugtom Date 3
Custarn Date 4

Cuztorn Date &

m

Custarn Murnber 1
Custarn Murnber 2
Cugtom Murmber 3
Custarn Murnber 4
Cugtom Mumber 5
Custarn Text 1

Cuztorm Text 10 B

You can return these columns to the full List screen by clicking on a listing in the Hidden
Columns screen and dragging it back to the column labels section on the List screen.

When you hide a column, it will remain hidden until you manually return it to the List screen
by following the instructions abowve.

Views - This icon allows you to save your list settings, including any filters (search criteria),
group settings, reordered columns, etc. Click on the icon arrow to view available options for
this feature, as shown below:

Depreciation Class List =
LY X [ & HE E

Filter Toggle | Mew Edit  Delete Duplicate | Print Export Group Hidden [ Wiews

e
=1

I ame: | Depreciation Me... | Custom Percent... | AssetLifevrears | Asset Life Save £ Save a3
Mo records found. Make sure there is no filker zet. Delste »
Load 3
Reset Wiew Settings

Fecard: gof o
Help Select
Options are:
Save/Save as - Accesses the Save _View screen allowing you to name and sawe list
settings.
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Delete - Click the arrow to view a list of views. To delete:

.a.Select Views > Delete. A list of all saved views appears.
.b.Click on the filter you want to delete.

|&|m|

Reset Wiew Settings

.c.A confirmation message similar to the one below appears:

Confirmation

@ Are you sure that vow want to delete the wiew: My awn view?

=) )

Click Yes on the confirmation message.

Load -This option allows you to apply a saved view to the list.
To load a saved filter:

.a.Select Views > Load. A list of all saved views appears.
.b.Click on the view you want to apply:

ST

Wiewr Linking  Print Tags

— Sawve [/ Save as
Lk Serial Mo |

Delete 3

Reset Wiew Settings

[Mo Global Wiews]

.c.The selected view will be applied to your list.

Section C: Contents List
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Linking Asset Tag Agset Descripion | Asset Type Aszet Type Des.. | Tranzact Az Whe. | Site Lacation Department Cade | Checked Out

Mot Linked 17" Monitor Maritor 17 7' Manitor i Main Office Fioom 4

Not Linked - 4013 17" tonitor Manitor 17" 17" Monitor il Main Office Fioom 4 1203
Mot Linked © 4020 17" Monitor Manitar 17" 17" Monitor T Main Office Fioom 4 1203
Not Linked = 4022 17" Monitar Manitor 17 17" Maonitor iF Main Office Fioom 4 1203
Not Linked © 4023 17" tonitor Manitor 17" 17" Monitor i Main Office Fioom 4 1203
Mot Linked © 4024 17" Monitor Manitar 17" 17" Monitor T Main Office Fioom 4 1203
Not Linked - 4025 17" Moritar Manitor 17 17" Manitor T Main Office Fioom 4 1203
Not Linked - 4026 17" toritor Manitar 17" 17" Monitor i Main Office Rioom 4 1203
Mot Linked © 4028 17" Monitor Manitar 17" 17" Monitor T Main Office Fioom 4 1203
Not Linked - 4032 17" Moritor Manitar 17 17" Monitor i Main Office Fioom 4 1203
Not Linked = 4034 PC tower v Win... - PCHP Tower PC tower v Win.. T Main Office Office 3 1203
Mot Linked - 4051 Mac Tower MAL Tawer Mac Tower T Main Office Office 3 1203
Not Linked = 4052 Mac: Tower MAL T ower Mac Tower i Main Office Office 3 1203
Not Linked = 4055 Mac Tower MAL Tower Mac Tower i Main Office Office 3 1203
Mot Linked © 4056 Mac Tower MAL Tower Mac Tower T Main Office Office 3 1203
Not Linked - 54320 17" toritor Manitar 17" 17" Monitor i Main Office Office 2 105
Not Linked - 54321 17" toritor Manitar 17" 17" Monitor T Main Office Rioom 4 1203

Fecord: i 1of 17 <« it b

The contents list displays all data related to the selected list. For example, if you selected the Asset
List, all assets will display here, if you selected the Locations list, all locations will display here, etc.

Sorting Columns: Most of the columns that appear in the lists can be sorted ascending or descending.
The columns sort ascending by default. To change the sort order, click on the column heading. An
arrow will appear next to the column name to let you know in which direction the information is sorted.
The example below shows the Site column sorted Ascending.

Selecting a Listing: The list screens can display up to 1000 lines of information at a time (for further
information on setting the row limit, click here). You can quickly scroll through the listings, or view
columns that are hidden from view by using the buttons directly below the contents list. Keep in mind
that you can also use the Display Hidden Columns button to view columns that are normally hidden
(see Section A: Toolbars, above).

You can click on a listing to highlight it, then click the button that accesses the desired function.
Selecting Multiple Listings: You can select multiple listings at a time by holding down the Ctrl and
clicking the listings with your mouse. Multi-select can be used for Deleting items, the Mass Update

feature and Maintenance.

Arranging Columns: You can arrange the columns in the list into any order you wish. To change the
order, click on a column heading and drag it somewhere else on the list.

Section D: Buttons and Status Bar

Viewing: Disposed Assets

This section contains the following:

Help - Click this button to access this help document.
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Close - Click this button to close the list. Keep in mind when closing the list that your groups and
column settings will be retained.

Status Bar - The bar at the bottom of the screen indicates what filters you currently have set for the list.

Context-Sensitive Menus:

The software provides you with a toolbar for quick access to various list features and, in addition, many of
these features can also be accessed via "context-sensitive menus". By right-clicking on a column
heading, a list of available features appears, as shown below:

Sort ASC

Sort DESC

Group By This Column
Shiowe Grouping

Hide Column

Showe Hidden Caolumns

These features allow you to sort, group and hide columns in the list. Any changes you make to the list
via this menu will be retained when the screen is closed and re-opened.

8.2 Save Views Screen

This screen, accessed from some List screens, allows you to save settings you have made on the List
screen, including search criteria, grouping, column reordering, etc. For more information on the Save
Named Filters function, please refer to the topic Working with Lists.

Using the Save View Screen:

1. After you have arranged, grouped, filtered the list as desired, select the Views icon from the
toolbar.
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]
L1

Depreciation Class List =

LAY |UX [ & (g &

Filter Toggle | Mew Edit  Delete Duplicate | Print Export Group Hidden || Wiews

ame | Depreciation Me... | Custom Percent... | AssetLifeYears | fsset Life Sawe f Save as
Mo records found. Make zure there is no filker zet. Dielete b
Load 3
Reset Wiew Settings

Record: dof o

Help Select

2. Click on Save/Save As. The Save View screen appears:

Save Yiew TR

Please enter a name and description for the wiew thak wou want to save,

Marne

Description

Set Az Default?

Check the bow if wou wank to save this view as vour defaulk view,

Yizible For All Users ?

Check the bow if wou want Ehis view ko be accessible to all users,

Help ok LCancel

3. Enter a name for these list settings in the Name field.
4. You can optionally enter a description for the filter in the Description field.

5. If you want this view to be the default list view, select the Set as Default checkbox. The list will
always open with the saved settings when you open it.
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8.3

8.4

6. If you want the view to be visible to everyone who accesses the List screen, select the Visible for
All Users checkbox. This means that any users who is logged in to Rosistem Assets and has
access to the List screens can see this view.

7. Click the OK button to save your settings.
Asset List Example
The Asset List, accessed from the Main screen by selecting List Forms > Assets, allows you view

Assets you have already setup and to create new or modify existing assets. For detailed information on
working with list screens, please see Working with Lists. Below is an example of the Asset List.

This screen contains features that pertain to Asset Linking. The View Top Level Assets Only and
the Transact As Whole column apply to Asset Linking.

Asset List = i

LY & X 1] ® O 5 @ FLEEE WM 8 (v

Filter Toggle | Mew Edit Dispose Duplicate Mass Update | CheckIn CheckOut Move Maintenance | Print Export Group Hidden | Views Print Tags VYiew Linking View

Linking | Aszset Tag | Asset Description | Aszset Type | Asset Type Des.. | Transact As Wh... | Site | Lecation | Department Code | Checked Out | Serial| *
Q\ Has Parent ' 11029 Medium white do... - Medium white do...  Medium white do... ' T Cristian Popistea... ' Dispecerat came... Y
[ Not Linked = 11030 Mini converter S... - Mini converter S... - Mini converterS... ' T Cristian Popistea... - Magazie tehnic
_C\\ Has Parent | 11031 2RU Rackmount... ' 2RU Rackmount.. @ 2RU Rackmount... T T Popisteanu T A4
_\:\ Has Parent 11032 UPS 1500VARa... UPS 1500VARa..  UPS 1500VARa. T T Popisteanu M A
[ Not Linked - 11033 Server Cinegy Ai.. . Server Cinegy Ai... - Server Cinegy Ai.. T Adriatica Studio Y
_C\\ Has Parent - 11034 Miniconverter An.. - Miniconverter An_.  Miniconverter An... ' T Adriatica Studio A
_\:\ Has Parent ' 11035 Intel network car...  Intel network car... ' Intel networkcar.. ' T Adriatica MCR
7\':\ Has Parent 11036 Intel network car... - Intel network car... ~ Intel network car.. - T Adriatica MCR
_\‘;\ Has Parent 11037 Intel network car.. : Intel network car. Intel network car_. - T Adriatica MCR
» Not Linked 11038 Notebook HP 43... Notebook HP 43... NotebookHP 43.. T WAGAZIE
Not Linked - 11039 Notebook HP 43...  Notebook HP 43.. NotebookHP 43... ' T Cristian Popistea...  MAGAZIE
:\';\ Has Parent = 11040 Pupitru lumini DO Pupitru comanda Pupitru lumini DO T Palatul Copiilor PACO lluminare hi =
e Has Parent | 11041 Dimmer lumini MI... : Dimmer lumini ML.. : Dimmer lumini M. T Palatul Copiilor PACO lluminare hd
|| Not Linked = 11042 Generator sudic ... Generator audio ...  Generator audio ... T Cristian Popistea... = Laborator Y
_\';\ Has Parent = 11043 Generator audio Generator audio Generator audio T Cristian Popistea Radiorelee b
Not Linked 11044 Hard disk Seaga... Hard disk Seaga... Hard disk Seaga... T Cristian Popistea... Arhiva Stiri Y -
Record: M4 of 1297 ¢ M A I | »
Help Close

Viewing: Active Assets

Asset Type List Example

The Asset Type List, accessed from the Main screen by selecting List Forms > Asset Types, allows
you to view Asset Types you have already setup and to create new or modify existing asset types. For
detailed information on working with list screens, please see Working with Lists.

Below is an example of the Asset Type List.
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8.5

Asset Type List

AV 2 X 1

Filter Toggle | New Edit  Delete Duplicate | Print Export

& =

Group Hidden

4

Views

Record: M 4 |

17d0f 338 P M4

Asset Type | Description | Checkout Length | Manufacturer Model ‘endor Number T
Microfon Lavalie...  Microfon Lavaliera MKE1-4 cu emitator SKS0 0 days0 hrs0.. MARCOTEC

| Microfon lavalier.. : Microfon lavaliera Sony ECM-55 0 days 0 hrs0... ' Sony ECM-55

| Microfon lavalier..  Micrefon lavaliera SonyECW-44B 0 days0 hrs0... : Sony

N Wicrofon Senhei.. : Microfon Senheiser MD42 cu windshield MZ2W4032 ' 0 days 0 hrs 0... = Senheiser MD4z2
Microfon Sony E...  Microfon Sony ECM-673/59x 0 days0 hrs0..  Sony ECM-573/9x

| Mini converter O... : Mini converter Optical Fiber 0 days 0 hrs 0...  Blackmagic Design

| Mini converter 5...  Mini converter DI to Analeg 0 days 0 hrs 0...  Blackmagic Design

N Minicenverter An... | Miniconverter Analog to SDI 0 days0 hrs0.. MHS

| Mixer audio Behr... - Mixer audio Behringer XENYX X1222USB 0 days 0 hrs0... Behringer X1222U58 IEI
WMixer audio Yam... | Mixer audio Yamaha LS3-32 0 days0 hrs0.. MARCOTEC

| Mt<er video Kah... = Mbxer video Kahuna 1 W/E HD MF 0 days 0 hrs0...  Snell & Wilcox Kahuna 1 W/E H...

N Mixer video Ody... | Mixer video Odyssey 2 BFT 0 days0 hrs0..

13 mnbnmbmbn 0 days0 hrs 0.
Dispozitiv GSM t...  Mobilink GSM to analogue voice gateway 0 days0 hrs0..

| Modul Intercom 7... - Modul Intercom 7 bucati 0 days0 hrs0..

B Modulator CATV ... | Modulater CATY Maiwei MW-20001 0 days0 hrs0..
Monitor Beng GL... - Monitor Beng GL 2240 0 days0 hrs0..

| WMonitor Broadca... | Monitor Broadcast 24" JWC DT-W24G1E 0 days0 hrs0.. MARCOTEC

" | Monter HP 24" 1...  Monitar HP 24" 1920x1200 0 days 0 hrs (.. MARCOTEC >

Help

Contracts/Licenses List Example

Close

The Contracts List, accessed from the Main screen by selecting List Forms > Contracts, allows you
view contracts you have already setup and to create new or modify existing contracts. For detailed
information on working with list screens, please see Working with Lists. Below is an example of the

Contracts List.
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Contract List

[ 2R
{ 1 1 : r=
4 L f Hi== |
LAY U X [ &y dE & =
Filter Toggle | Mew Edit Delete Duplicate | Print Export Group Hidden | Views
Contract Number | Description | Internal Contact | Begin Date | End Date | Licenzes |A55&t Count | Sofl
0198827 10030411 10630012 1 F
Record: 14 1of 1 M A il »
Help

Close

8.6 Customer List Example

The Customer List, accessed from the Main screen by selecting List Forms > Customers, allows you
view customers you have already setup and to create new or modify existing customers.

For detailed
information on working with list screens, please see Working with Lists.
Customer List.

Below is an example of the
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8.7

Customer List

E 2R

F— _ -
i 4 - =E +| = *

7 Zd x [I !i ' 1}] [ ﬂJ "QJ ==

Filter Toggle | New Edit Delete Duplicate | CheckOut | Print Expert Group Hidden | Views

Customer Ne. | MName | Company Name | Email | Department | Date Added | Address 1 |Addrc—33 2

1 Customer 1 10/30M1

Record: 14 4 | 10f 1 K] i »

Help Close

Department List Example

The Department List, accessed from the Main screen by selecting List Forms > Departments, allows

you view Departments you have already setup and to create new or modify existing departments.

detailed information on working with list screens, please see Working with Lists. Below is an example

of the Department List.

For
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Department List B 2
= _ ; 3 i = i
4 = ——F | HE
P ot o x L{ '-ér,':ll‘] Ll "ﬂJJ ﬂ_l -
Filter Toggle | Mew Edit  Delete Duplicate | Print Export Group  Hidden
[Department Code | Department Mame
01 Shiri
a0z Tehnic:
a0z Comercial
104 Proma
105 PROMO
ooz Birow Director General
Fecord: 14 [ 110F 5 » M
Help LCloze

8.8 Depreciation Class List Example

The Depreciation Class List, accessed from the Main screen by selecting List Forms >
Depreciation Classes, allows you view depreciation classes you hawe already setup and to create new
or modify existing classes. For detailed information on working with list screens, please see Working

with Lists. Below is an example of the Depreciation Class List.
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D epreciation Class List

AV |0 X T @&

Filter Toggle | Mew Edit  Delete Duplicate | Print Export Group Hidden

Wiewrs
[ ame | Depreciation Me. .. | Custom Percent... | Asset LifeYears | Asset Life Manths | Fully depreciate
Mo records found. Make sure there is no filker set,
Fecond: < dof o ¢ [ 4| i | »
Help

Select

8.9 Employee List Example

The Employee List, accessed from the Main screen by selecting List Forms > Employees, allows
you view employees you hawe already setup and to create new or modify existing employees. For

detailed information on working with list screens, please see Working with Lists. Below is an example
of the Employee List.
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Employee List = ZE
s = I L 7] I P e

AYUX 0 & & &y E W =
Filter Toggle | Mew Edit  Delete Duplicate | CheckIn Check Out | Print Export Group Hidden Print Badges | Wiews
Employes Mo | Last Mame | First Mame | Department | Manager Na | Phone | Ext | Email -
EEs s Carmen Ciocarlan |

Gawvnilescu Lucian =

lonescu Teodor

Antan Dranut

Georgescu Eugen o

FPopovici Darin Iulian

Tudor ictar

Tanaze Gabriel

Constantinescu Toma Florin

lgar Micu

Oila Tanaze

Meagu lan

Badea iorel

Boerescu Dan

Popeszcu “Yaleriu

Pastia Cornel -

LN ...
Fecard: 14 4 [ 10F 74 » >|f<| il b

Help LClose

8.10

Location List Example

The Location List, accessed from the Main screen by selecting List Forms > Locations allows you

view Locations you have already setup and to create new or modify existing locations.
information on working with list screens, please see Working with Lists.

Location List.

For detailed

Below is an example of the
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8.11

Location List [
— T —4 r= - =

P L[ X [0 |S° 04 8] & W |=E.

Filter Taoggle Mew  Edit  Delete Duplicate Print Export Group Hidden Print Labels | Wiews
| Site | Location Description . |
| Adriatica DECOR

Adriatica b azinisti

Adriatica MCH

Adriatica Platou

Adriatica Radioreles

Adriatica Studio

Adriatica Sunet =

Criztian Popisteanu Arhiva Programe

Criztian Popisteanu Arhiva Stiri

Criztian Popisteanu Birou Comercial

Criztian Popisteanu Birou Producator General Stin

Criztian Popisteanu Departament Trafic

Criztian Popisteanu Director Dezvoltare sare

Criztian Popisteanu Director General

Criztian Popisteanu Director Productie

Criztian Popisteanu Dispecerat camere

Crigtian Popisteanu Editare eta) 4

Criztian Popisteanu Etaj 4 Programe

Cristian Popisteanu Garderoba

Criztian Popisteanu |nconexpert

Criztian Popisteanu IMGEST

Criztian Popisteanu KIT

Criztian Popisteanu Laborator

Criztian Popisteanu M GAZIE

Crigtian Popisteanu Magazie tehnic

Criztian Popisteanu FROKMO

Criztian Popisteanu Radioreles Ll
Crrinkizue Diemickecun i D vl nnbio Dot inbior b ai 4
|Record: M 1B S b

Help LCloze

Manufacturer List Example

The Manufacturer List, accessed from the Main screen by selecting List Forms > Manufacturers
allows you view Manufacturers you have already setup and to create new or modify existing
manufacturers. For detailed information on working with list screens, please see Working with Lists.

Below is an example of the Manufacturer List.
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Manufacturer List B E
ey T 7 & L = ; e
\ H——H | = =
7 L] [# X I ;rjr] L inJEJ ‘ﬂ_‘ | =
Filter Taoggle Mew  Edit  Delete Duplicate Print Export Group Hidden | Wiews

I amne | Email | wieh Site | Contact Mame | Address 1 | Address 2 | City | State =
ARA
Artares

APC

Apple

ASUIS
Audiotehrica
Behringer
Blackmagic Design
Canon

CEMTROM i
Ciregy

Crigvalmed

CROM EMERGY SAL

Cullman

Datapath

D atavideo

Del

DIGITAL TELECOMMS

Fellowes

Fuijitzu

GLOBAL DESIMG

Hoya

HF

IT Direct o

Record: M 10f 53 b M|A| il »

Help Cloze

8.12 Site List Example

The Site List, accessed from the Main screen by selecting List Forms > Sites, allows you view Sites
you have already setup and to create new or modify existing Sites. For detailed information on working
with list screens, please see Working with Lists. Below is an example of the Site List.
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Site List = IZ
&)

> (g X [ &P (g 53 &

Filter Taoggle Mew  Edit  Delete Duplicate Print Export Group Hidden | Wiews

Site | [rescription
Adriatica

Criztian Popisteanu

Diztributie Fibra Optica

Extern

IT

Palatul Copiilor

Teren

Record: 14 | Nar 7 » M

Help Cloze

8.13 Transaction List Example

The Transaction List displays all transactions completed in Rosistem Assets. You can keep this list
current by using the archive transactions function to remove old transactions from your list. For detailed
information on working with list screens, please see Working with Lists.

Below is an example of the Transaction List:
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Transaction List =

A Y & 8B

Filter Toggle | Print Export Group  Hidden | Wiews

| Trans Date | Tranz Type fizzet Tag | Department Location | Other Location Fleazon | Entry Date 17
f24.01.2011 Dizpoze 10058 am Fedactie stiri et Introdus in plus 24.01.2011 '_‘

14.02.2011 Dizpoze 10113 am Dispecerat camers Other 14.02.2011

14.02.2011 Dizpose 10114 ool Dizpecerat camere Other 14.02.2011

14.02.2011 Dizpoze 10115 i} Dispecerat camere Other 14.02.2011

14.02.2011 Dizpose 10116 oot Digpecerat camere Qther 14.02.201

14.02.2011 Dizpoze 10117 oot Dispecerat camere Other 14.02.2011

16122011 Dizpoze 10397 oot Riedactie stiri et.1 Cazare 16.12.2011

09.01.2mz2 Dispose 10071 ool Dispecerat camere Cazare 03.01.2m2

31.08.20011 Dizpoze 1113 Digpecerat camere STORMO FF300... © 31.05.2011

3.08.2001 Dispose 11132 Dispecerat camere STORMO FF300... - 31.05.2011

3.05.2011 Dizpoze 11133 Dispecerat camers STORMO FF300... - 31.05.2011

131020011 Dispose 11213 Director Productie Wanzare FF 80/0... - 13.10.2011

24102011 Dizspoze 11309 FO Cotroceni Test 2410.2011

0z211.2011  Dispoze S EEn Regiz Studio Introdus in plus 03112011 o

__flof 4331 » b [A] il _ i
LCloze

8.14 Vendor List Example

The Vendor List, accessed from the Main screen by selecting List Forms > Vendors, allows you view
Vendors you have already setup and to create new or modify existing Vendors. For detailed information
on working with list screens, please see Working with Lists. Below is an example of the Vendor List.
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Yendor List

A

Filter Taoggle

(12 X € | G

Mew  Edit  Delete Duplicate | Print Export

e
==
i=

Group  Hidden

Wiews

“endor Code

| Mame

| Email | twish Site

| Contact Mame

| Address 1

| ddress 2 | City

ADB

BwE

CROM ENERGY

DANTE
IANIRD

Interactive Com...

IT DIRECT
KELIOM
MARCOTEC
MaRKERTER
M5
ROMTEK
ROMTELECOM
ROSISTEM
TRODAT
TULIP
WEBCOM

Record: 14

Help

0F 17 ¢ kA

Lloze
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9

9.1

9.2

Asset Management

Asset List Example

The Asset List, accessed from the Main screen by selecting List Forms > Assets, allows you view
Assets you have already setup and to create new or modify existing assets. For detailed information on
working with list screens, please see Working with Lists. Below is an example of the Asset List.

This screen contains features that pertain to Asset Linking. The View Top Level Assets Only and
the Transact As Whole column apply to Asset Linking.

[
Asset List = =

PV [z X 1] ® 8 5 2 Dyl E =W L (W

Filter Toggle | Mew Edit Dispose Duplicate Mass Update | CheckIn CheckOut Move Maintenance | Print Export Group Hidden | Views Print Tags View Linking View

Linking | Asset Tag | Asset Description | Asset Type | Asset Type Des.. | Transact As Wh... | Site | Lecation | Department Code | Checked Out | Serial| *
i Has Parent 11029 Medium white do... | Medium white do... | Medium white do... .| T Cristian Popistea... ' Dispecerat came... A4
[ Not Linked = 11030 Mini converter S... = Miniconverter S...  Mini converter S... T Cristian Popistea... Magazie tehnic
_\':\ Has Parent - 11031 2RU Rackmount... - 2RU Rackmount.. ' 2RU Rackmount... T m Popisteanu M Y
_C\\ Has Parent - 11032 UPS 1500VA Ra UPS 1500WA Ra UPS 1500VA Ra T T Popisteanu T A
[ Not Linked = 11033 Server Cinegy Ai.. - Server Cinegy Ai... ' Server Cinegy Ai.. ' T Adriatica Studio Y
7\':\ Has Parent 11034 Winiconverter An... - Miniconverter An... - Miniconverter An... - T Adriatica Studio Y
_\‘;\ Has Parent : 11035 Intel network car.. : Intel network car. Intel network car_. - T Adriatica MCR
_Q\ Has Parent - 11038 Intel network car... Intel network car... - Intel networkcar.. T Agdriatica MCR
7\';\ Has Parent = 11037 Intel network car.. - Intel network car... - Intel network car.. T Adriatica MCR
» Not Linked 11038 Notebook HP 43 Notebook HP 43, Notebook HP 43 T WAGAZIE
Not Linked : 11039 Notebook HP 43... ' Notebook HP 43.. Notebook HP 43... ' T Cristian Popistea...  MAGAZIE
:\';\ Has Parent = 11040 Pupitru lumini DO... - Pupitru comanda... - Pupitru uminiDO... ' T Palatul Copiilor PACO lluminare Y =i
\';\ Has Parent 11041 Dimmer lumini M1 Dimmer lumini KI Dimmer lumini M1 T Palatul Copiilor PACO lluminare b
| Not Linked 11042 Generator audic ... Generator audio ... Generator audio... T Cristian Popistea... Laborator Y
7\';\ Has Parent - 11043 Generator audio ... - Generator audio ... | Generator audio ... ' T Cristian Popistea... - Radiorelee Y
[ Not Linked = 11044 Hard disk Seaga Hard disk Seaga Hard disk Seaga T Cristian Popistea Arhiva Stiri Y -
Record: M 4 [ 10zg0f 1207 ¢ M4 il ] »
Help Close

Viewing: Active Assets

Creating New Assets

The New Asset screen is used to enter a new asset into the database.

Note for Mobile Device Users: Assets can also be added on a Windows Mobile/CE mobile device.
The following topics are discussed in this section:

Accessing the New Asset Screen

General Tab

Asset Linking Tab

Depreciation Tab

Attachments Tab
Picture Tab

Maintenance Tab

Contracts Tab
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Transaction History Tab

Custom Fields Tab

Accessing the New Asset Screen:

To access this feature, from the Main screen select Asset Management > New Asset.

131

This feature can also be accessed from the Asset List by clicking the New Record button on the

toolbar. For more information on using the list screens, click here.

The New Asset screen is broken into several tabs. Use the following links to jump ahead to the tab of

interest:

General, Asset Linking, Depreciation, Attachments, Picture, Maintenance, Contracts,
Transaction History, Custom Fields
New Asset Screen > General Tab
New Asset =2
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin All | =

General | Assetlinking Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields

Site: v -
Location: e
Department Code: M
Serial Mo:

Condition: v -
Hyperlink: o |
Additional Info: w ||

Help Print Tag

Asset Type:

Asset Type Description:

Manufacturer:
Model:

Vendor Mumnber:
Checkout Length:
Lead Time:
Depreciation Class:

Category:

Save

Close

Note: If the Automatic Asset Tags function is turned on (Administration > Options), the Asset Tag

field will appear.

You may notice that some fields on this and other tabs have a Pin icon in front of them. These fields
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represent data that can be "pinned". Pinning allows you to "lock" the information entered into a field.
This is convenient if, for example, you are entering multiple new assets for a particular site and location.
You can enter the site and location once, then pin them. The fields will retain the information you
entered through each new entry until you unpin them. In the example screen shown below, values are
entered in the Site, Location and Department Code fields. These three fields were Pinned by clicking

on their ¥ pushpins, causing them to look like ¥ this. Click the pushpin again to unlock the field for
entry of a different value.

Click the Pin All icon to pin every field that offers the pinning feature. Click it again to undo pinning for
all fields.

1. Enter information in the required fields. You must enter information in the Asset Tag, Asset
Type, Site, and Location fields.

Note: If you are using Automatic_Asset Tags, you do not need to enter anything in the Asset
Tag field. The tag will be generated you click the Save button or when you click the button next
to the Asset Tag field.

When you select an Asset Type, the following screen will display:

SetCommonAszet Fields ?

Do pou want to populate the azset fields that are in common with the
azset bppe with the azszet bvpe values?

Mo

Select Yes to populate fields with information from the Asset Type. For example, if Check Out
Length information is entered for the Asset Type, it will appear here.

Keep in mind that you can set the check out length to only consider weekdays and the due
date to only fall on a weekday on the Options screen.

If you have enabled the Edit_Inherited Asset Type Data option on the Options screen, you can
make changes to the information that is populated from the Asset Type. If this option is not
enabled, these fields will be disabled and you will not be able to make changes.

If you do not want to incorporate information from the Asset Type, other than the Asset Type
number and Description, click No.

2. The Department Code, Serial No., Condition, Hyperlink and Additional Info fields are
optional.

The Hyperlink field can be used to store a link to the manufacturer's website, or even to a
location on your network. When a valid web address is entered in this field, the icon next to it will
be enabled. Clicking the icon will open your web browser and access the website.

Note: When using the drop down lists to enter information in a field (Asset Type, Site, Location,
etc.), the last few selections will appear in the list. If you want to search for an existing value,
select <More> from that field's drop down list to access the List screen. Use the vertical scroll
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bar to select a record from the List and click the List dialog's Select button.

3. Click OK if you are done entering information for this asset or click on another tab to proceed with
entering more information.

New Asset Screen > Asset Linking Tab

Asset Linking, also known as Asset Kitting, allows you to link two or more assets together to form one

new asset. For_a complete definition of Asset Linking and an example, please refer to the
Definitions topic.

The Asset Linking tab allows you to create links:

New Asset 32
Asset
Asset Tag: Automatically assigned i Multiple Check-Out
Asset Description: Optical Fiber Miniconverter

Pin Al |

General | Assetlinking | Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields

Transact as Whole - Select this checkbox to indicate that this asset and all of its child assets should be audited/checked-out/checked-in etc., as ag...

Parent Asset:

10803
Child Asset(s):

10968 - Boxe M-Audio Studiophile AV20 [Boxe M-Audio Studiophile &v20]
11230 - UPS APC BKBS0 650VA [UPS APC BKES0 650VA]

Link Unlink

Help Print Tag Save Close

1. The Asset Tag value entered on the General tab will be displayed at the top, but can still be
edited, if desired.

2. If this asset is to be the Parent, or top-level asset, of this group, you can leave the "This asset is

part of" field blank. If you want to give this asset a parent, select an asset from the drop down
list.

The asset can have a parent assigned to it and be a parent (have child assets assigned to it).

Select <More> from the drop down list to access the Asset List. Remember, you can filter the

asset list to only display "Top Level" assets, or parent assets, if needed. See_the Working with
Lists topic for further information.
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3. To associate child assets with this asset (the current asset will be the "parent" of these assets),

click the Link button below the "This asset contains:" window. The Asset List will appear.

Highlight the desired asset in the Asset List, then click the Select button. The selected asset
will appear in the "This asset contains" window as shown below:

New Asset L
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Optical Fiber Miniconverter pin Al |

General | Assetlinking | Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields

Transact as Whole - Select this checkbox to indicate thatthis assetand all of its child assets should be audited/checked-out/checked-in etc.,as ag...

Parent Asset:
10803 MG
Child Asset(s):

10968 - Boxe M-Audio Studiophile Av20 [Boxe M-Audio Studiophile Av20]
11230 - UPS APC BKA50 650VA [UPS APC BK650 A50VA]

Link Unlink

Help Print Tag Save Close

In this example, Asset 4002 is the parent of the current asset and asset 1005 is the child.

A Note about the Transact as Whole Flag: In the example above, the Transact as whole flag
is checked; therefore, any functions (check-in, check-out, audit, move, etc.) will be performed as a
whole for the group. This flag is driven from the top down, meaning the selection made for the
parent asset will override the selection for a child asset. If you want to move only one asset that
is a child of this asset, you will need to deselect this checkbox. Deselecting it on the Edit Asset
> Asset Linking tab for the child asset (in this case, Asset 1005) will not override the selection
made for this asset, and this group would still be moved as a whole. Similarly, if the Transact as
whole flag was NOT selected on this tab, but it IS selected for Asset 4002 (the parent of this
asset), the group would still be transacted as a whole because the selections made for the parent
of this asset would take precedence. To put it another way, if you think of these relationships in
the wvein of child-rearing, one of your children may decide it is ok to borrow the car, but you as the
parent do not think it is ok, and your decision would override that of the child.

Also keep in mind that when you check out an asset that has Transact as whole turned on and
you select to use the Default Due Date (on the Check Out screen) Rosistem Assets will search
all assets linked to the selected asset to find the maximum checkout duration. The software will
use this maximum length to calculate the due dates for all the linked assets. This ensures that all
the assets in the transaction havwe the same due date even if some of the linked assets have
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different checkout durations.

4. You can unlink child assets by highlighting the asset in the Associated Assets list and clicking
the Unlink button.

5. Click OK if you are done entering information for this asset or click another tab to proceed with
entering more information.

New Asset Screen > Depreciation Tab

Click the Depreciation tab if you want the software to calculate depreciation for this asset. The
method used by the system to calculate depreciation is dependent on the Asset Type assigned to this

asset.
New Asset E

Asset

Asset Tag: Automatically assigned ) Multiple Check-Out

Asset Description: Optical Fiber Miniconverter Fin All | =
General Assetlinking | Depreciation  Picture  Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Depreciate Asset: 4= Assets of this asset type cannot be depreciated.

Purchase Order: = Depredation Begin Date: 10/30/2011 16:23:32 | [
Purchase Date: 103052011 16:23:32 v || - Last Depredation Date:

Purchase Cost: 1 = Total Deprecation:

Salvage Value: 1 = Current Deprediation:

Class Info: Book Value:
Class:
Depredation Method: 0
Life: 0 year{s) 0 month{s)

Save Close

Help Print Tag

1. The Asset Tag value entered on the General tab will be displayed at the top, but can still be
edited, if desired.

2. Click the Depreciate Asset checkbox if you want the software to calculate depreciation. The
Depreciate Asset checkbox will be disabled if a Depreciation Class has not been defined for the
Asset Type specified on the General tab or that Asset Type has a Depreciation Class, but its
Depreciation Method is "None".

The depreciation method used for an asset is determined by the Depreciation Class
assigned to the Asset Type. This information appears in the Class Info box and cannot be
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modified from this screen. If you want to change the Depreciation Method or the Life of a
particular asset, you will need to make changes to the Depreciation Class assigned to the Asset
Type, or create a new Depreciation Class to assign to the Asset Type. See_the Depreciation
Class help topic for further information.

. Purchase Cost and Depreciation Begin Date are required fields when Depreciate Asset has

been enabled, therefore, you must complete them if you want to calculate depreciation. These

two fields are used in the calculation. Please_see the Definitions topic for detailed

explanations of each Depreciation Method.

. Purchase Order, Purchase Date and Salvage Value are optional fields. If a Salvage Value is

not specified, the Calculate Depreciation function will assume a Salvage Value of zero dollars.

The Class Info, Last Depreciation Date, Total Depreciation, Current Depreciation, and
Depreciated Value cannot be modified. Information is populated in these fields by the system
as depreciation functions are performed.

In the following example, an asset is being entered that uses linear depreciation:

[
1

New Asset
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Optical Fiber Miniconverter pin Al | =

General Assetlinking | Depreciation | Picture  Attachments  Maintenance  Contracts TransactionHistory  Custom Fields

Deprediate Asset: | |j| Assets of this asset type cannot be deprediated.
Purchase Order: = Depreciation Begin Date: | T0/30/2011 16:23:32 - | Eal
Purchase Date: 10/30/2011 16:23:32 - || - Last Depredation Date: | |
Purchase Cost: 1 = Total Depredation: | |
Salvage Value: 1 = Current Deprediation: | |
Class Info: Book Value: | |
Class:
Depredation Method: 0
Life: O year(s) 0 menth(s)

Help Print Tag Save Close

5. Click OK if you are done entering information for this asset or click the next tab to proceed with

entering more information

New Asset Screen > Attachments Tab

To attach an image or other documentation to this Asset, click on the Attachments tab:
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New Asset iy
Asset
Asset Tag: Automatically assigned il Multiple Check-Out
Asset Description: Optical Fiber Miniconverter Fin All | =

General Assetlinking Depreciation Picture | Attachments | Maintenance  Contracts TransactionHistory  Custom Fields

Attachments

Add

Asset Attachment

Asset Type Attachment

]
I”P
e

Help Print Tag Close

1. To add an attachment, click the Add button. A screen will appear allowing you to navigate to the
desired file on your computer. Attachments are copied to the Rosistem Assets database from
the external source you browse to when you click the Add button. Any change made to the
external source file after adding the attachment will not update the attachment in the database.
To update the database with a later version of an attached file, you must first Remove the
attachment from the database, then Add the file again.

(D Asset Attachments relate only to the specific Asset being recorded. Asset Type
Attachments relate to every Asset recorded for this Asset Type.

. If you have attached an image, you can designate this the "default" image (meaning this is the
image that will appear on the Picture tab) by clicking the Set Default Image button.

After you have added at least one file, the View button is enabled. This feature allows you to
view the attached file. The File Associations defined in Windows Explorer determine which
application will be started to open files, based on their filename extensions. On most machines, a
PDF file would be opened by Adobe Reader, for example. Image attachments can be viewed the
same way or you can use the Picture tab to use internal image viewer.

The Save to File button copies the selected attachment from the database to any drive and folder
available on your system.

The Remove button can only be used to Attachments. It is grayed-out (disabled) when an Asset
Type Attachment is selected. These Asset Type Attachments may be related to other Asset
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Tags under the same Asset Type. Asset Type Attachments can only be removed via the Edit
Asset Type Attachments tab (see Create New Asset Type for further information).

4. (b Attachments are not actually added to the database until the OK button is clicked. You can

click it at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.

New Asset Screen > Picture Tab

Click the Picture tab to view any image files that have been Attached to either the Asset Type
Attachments folder or the Asset Attachments folder:

New Asset 3T

Asset

Asset Tag: Automatically assigned i Multiple Check-Out

Asset Description: Pin All | =

General Assetlinking Depreciation | Picture | Attachments  Maintenance  Contracts  TransactionHistory  Custom Fields

Add Image

| Selectmage  » | None

Click here to add/select default picture.

Help Print Tag Save Close

1. The first time you access this tab, click on the picture area to add a picture.

The current default picture is always displayed on the Picture tab. Right click the image to see
the popup Picture menu. This menu allows you to Add (a new) Image or to Select (a previously
added) Image. Any image you select for display will become the new default image.

%% The files listed in the Select Image sub-menu are a combination of Asset Type Attachment
images and Asset Attachments images, sorted alphabetically, by filename.

2. Image files are not actually added to the database until the OK button is clicked. You can click it
at this time if you are finished adding additional information, or click it later, after you have
completed information on other tabs.
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New Asset Screen > Maintenance Tab

The Maintenance tab allows you to define maintenance procedures, a maintenance schedule, and
warranty information for an Asset.

This tab allows you to:

Enter Warranty Information

Enter New Maintenance Schedules

Edit Existing Maintenance Schedules

View Maintenance History

Below is an example of the Maintenance tab:

New Asset 2Z

Asset

Asset Tag: Automatically assigned ] Multiple Check-Out

Asset Description: Pin All | =

General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory  Custom Fields

Warranty
Begin: 10/30/2011 16:28:3 - End: | 10/30:/2011 18:25:31 -
Provider:
New Edit Delete Show History
Help Print Tag Save Close

Entering Warranty Information:
1. You can optionally enter Warranty Begin and End date at the top of this tab.

Click on the Calendar icon to access the calendar feature:
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2&

New Asset
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields
Warranty
Begin: 1043002011 - End: | 10/3072011 16:28:31 -
1 octombrig, 2011 *
Provider: du lu ma mi jo wi sd
1 2
Mew History
3 4 5 & 7 b ]
o 1 12 13 14 15 18
17 18 1% 20 29 22 23
24 26 26 27 28 28 |30
3
Help Print Tag Save Close

You can also click on the Month/Year (November, 2010 in the example abowe) to view a list of all

months. You can then click on a month to quickly switch dates:

© 2003-2015, Rosistem




Asset Management| 141

New Asset 2
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Pin Al | =

General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields

Warranty
Begin: 202011 h End: | 10/30/2011 16:25:31 -
\ 2011 v

Provider:

ian. feb. mar. apr.
New History
mai iun. iul aug
SEp. oct, now. dec.
Help Print Tag Save Close

2. You can optionally enter the warranty provider in the Provider field.
Entering New Maintenance Schedules:
1. To enter a new maintenance schedule:

2. Click the New button below the window:
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New Asset 2

Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory Custom Fields

Warranty

Begin: 1043002011 - End: | 103072011 16:28:31 -

Provider:

Edit Delete Show History
Help Print Tag Save Close

The Maintenance Schedule screen appears:
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Maintenance Schedule

Maintenance Mame

Assigniee
Oceurs
Weekly
Every

Sun

Thu

Mext Date:

Instructions:

Help

3. Enter a name for this maintenance schedule.

Weekhy
week(s) on;
Man Tue
Fri Sat

<Invalid Settngs =

Lt

Save Cancel

4. Select the employee who this asset will be assigned to from the Assigned To drop down list. All
employees current set up in your software will appear in the drop down list.

5. Select how often this maintenance schedule is to happen from the Occurs drop down list. The
area below the Occurs drop down list will change depending on the selection you make here.

Your options are:

Date - This option indicates a one-time maintenance procedure. When you select this
option, a Date field will appear below the Occurs drop down list.
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Maintenance Schedule o
Maintenance Name

Assignes

CQceurs Daity

Diaily

Every 1 < | day(s)

Mext Date: 30 octombrie 2011

Instructions:

Help Save Cancel
Oelp =i L

Select the date on which the maintenance should take place. You can click on the
calendar icon to select a date or type a date directly into the field.

Daily - This option allows you to specify a Maintenance Start date, followed by a frequency
specified as Every x number of days (up to a maximum of every 366 days).
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Maintenance Schedule o

Maintenance Mame
Assignes

Oecurs Daily

Diaily

Every 1 < | day(s)

Mext Date: 30 octombrie 2011

Instructions:

Help Save Cancel
Oelp =i L

The Next Date at the bottom of the screen indicates the next date maintenance will
be performed on this asset.

Weekly - This option allows you to specify a Maintenance Start date, followed by the
frequency specified as Every x number or weeks. You will also select the days of the week
on which the maintenance is to be performed. More than one weekday can be selected.
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Maintenance Schedule =

Maintenance Name

Assignes -
Cecurs Weekby -
Weekly
Every 1 S week(s) on:
Sun Maon Tue Wed
Thu Fri Sat
Mext Date: zInvalid Settings =
Instructions:
Help

Save Cancel

The Next Date at the bottom of the screen indicates the next date maintenance will
be performed on this asset.

Monthly - This option allows you to specify a Maintenance Start date, followed by your

choice of two possibilities: Maintenance Every x number of months (up to a maximum of
every 99 months) as shown below:
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Maintenance Schedule EZ
Maintenance Name
Assignes -
':ln::n::urs Monthhy -
Manthly
i® Day 1 :| ofevery |1 2 | month(s

'::-'| "| | - | of every |:| month(s

Mext Drate: 1 noiembrie 2011

Instructicns:

Help Save Cancel

In this example, maintenance will occur on the 1st day of each month every month.
Notice the Next Date reflects the first day of the next month.
OR

Maintenance can be set to occur on a specific weekday of every x number of months
(up to a maximum of every 99 months) as shown below:
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Maintenance Schedule

[aa)
L1

Maintenance Mame

Assignes -

IJ::::::urs Monthhy v

Manthly

= ¥
2 Day | 1 - | ofevery month(s

® st = | |joi | ofevery |8 & month(s

Mext Date: 3 noiembrie 2011

Instructions:

Help Save Cancel

In this example, maintenance will occur on the first Thursday of every month.

Notice the Next Date reflects the first Thursday of the next month from the Start
Date.
Disable - This option is used when you want to temporarily disable an existing maintenance
schedule. Highlight the maintenance schedule in the list, then click Edit. On the
Maintenance Schedule screen, select Disabled from the Occurs drop down box. You can
also set up a new maintenance schedule as Disabled then enable it later by select Daily,
Weekly, etc.

6. Click Save when you are done entering information for this maintenance schedule. The schedule
will appear in the list on the Maintenance tab:
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New Asset 2
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: Pin Al | =
General Assetlinking Depreciation Picture  Attachments | Maintenance | Contracts TransactionHistory  Custom Fields
Warranty
Begin: 1043002011 - End: | 103072011 16:28:31 -
Provider:
Edit Delete Show History
IDescripﬁon | Qcours | Mext Date | Acsgigned to
|Upgrade Monthly  11/03/11
Record: 4 [ 10f 1 H
Help Print Tag Save Close

Editing Existing Maintenance Schedules:

1. Highlight the maintenance entry you want to edit, then click the Edit button. The Maintenance
Schedule screen will appear populated with the selected entry's information.

2. Make changes as necessary, then click the Save button. The edited entry will appear in the list
on the Maintenance tab.

Viewing Maintenance History:

The Maintenance History screen displays all completed maintenance on this asset.

1. Click the View History button. The Maintenance History screen will appear:
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Maintenance History

Date | Done By | Description | Complete | Condition | Additional Infa
Mo records found. Make sure there is no filter set.

Record: [ oof o

Schedule <Al From: 10302011 16:38:26 To: 10/30/2011 16:38:26

Close

Help Print History

2. When you first access this screen, all maintenance entries associated with the selected
maintenance schedule are displayed. You can change the selected schedule using the
Schedule drop down menu. You can also enter From and To dates to further filter the list.

Click the Show All button to remove the filter.

Select the Print History button to print a list of the displayed maintenance entries.

New Asset Screen > Contracts Tab

The Contracts tab allows you to record contract and/or software licenses associated with this asset.
The tab will appear empty when you are first adding a new asset. You can add contracts and licenses
to this asset as needed from this tab. Contracts/licenses can be added to the database via the

Contracts List screen.
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New Asset E
Asset
Asset Tag: Automatically assigned ] Multiple Check-Out
Asset Description: PFin All | =

General Assetlinking Depreciation Picture  Attachments  Maintenance | Contracts | TransactionHistory  Custom Fields

Select from the full contract list

Contract Mumber Descrip... | Internal Con... | Vendor Mu... Begin Date End Date Lice... Mo End ... Soft... C...
0198827 103011 00:00:00 10/30/12 00:00:00 1 F F 0,00
4 1 3
BRemove Select All Clear All
Help Print Tag Save Close

1. To add a contract/license, click the Add button. The Contracts List will appear. Select the
desired contract from the list, then click Select on the Contracts List screen. The selected
contract will appear on the Contracts tab as shown in the example below:

2. You can remowve a contract by highlighting it in the window, then clicking the Remove button.

Click Select All to select all contracts in the window.
Click Clear All to deselect all contract in the window.

3. Click OK if you are done entering information for this asset or click the next tab to proceed with
entering more information

New Asset Screen > Transaction History Tab

The Transaction History tab displays data only after one or more Asset Management transactions have
been performed (check-in, check-out, etc.).
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Edit Asset
Asset
Asset Tag: 11310 Multiple Check-Out
Asset Description: Multiplexor-demultiplexor optic CWDM
General Assetlinking Depreciation  Picture Attachments  Maintenance Contracts | Transaction History
Time Type Action User Mame
10/24/11 09:59:48 New Asset Administrator, System

Print Transactions

Help Print Tag

Custom Fields

Cancel

1. Click Print Transactions to send a list of the transactions for this asset to the printer.

2. Click OK if you are done entering information for this asset or click another tab to proceed with

entering more information.

New Asset Screen > Custom Fields Tab
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New Asset X
Asset
Asset Tag: Automatically assigned g Multiple Check-Out
Asset Description: Fin All | =

General Assetlinking Depreciation Picture  Attachments  Maintenance  Contracts TransactionHistory | Custom Fields

Strings Mumbers
Custom Text 1: NTR - Custom Mumber 1:
Custom Text 2: - Custom Mumber 2:
Custom Text 3: - Custom Mumber 3:
Custom Text % Custom Mumber 4:
Custom Text 5: Custom Mumber 5:
Customn Text 6: Dates
Custom Text 7: ErEe LA

Custom Date 2:
Custom Text 8:

Custom Date 3:
Custom Text 5:

Custom Date 4
Custom Text 10:

Custom Date 5:

Help Print Tag Save Close

Please refer to the Using Custom Fields topic for instructions on creating custom text, number and
date fields.

(b If the Close_New Form option is enabled on the Options screen and no fields are pinned, the
screen will close when the OK button is clicked.

9.3 Moving Assets

The Move Asset function is used to relocate an Asset from one location to another.

Note for Mobile Device Users: Move Asset can also be done on a Windows Mobile/CE mobile
device.

1. To access this function, from the Main screen select Asset Management > Move. The Move
screen shown below appears.

You can also access this function from the Asset List by highlighting an asset and clicking the
Move button on the toolbar, or just clicking the Move button on the toolbar. For_more
information on using the List screens, click here.
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Move X4
@ Filter (O Custom Filter
Asset Tag: 10571 -
Location -
Deparkment: - | |-
Purchase Order: - |-
hssek Tag Asset Description hsset Tvpe Asset Type Description Site Loca,,
L 10571 Sistem Deskbop QT Monitoring  Siskem Deskbop QC Monitoring  Sistem Deskbop OC Monitoring  Cristian Popisteanu IMNGEST
Ll T 3
Destinatior Select Al DeSelect &l Detai
To Location: | B Hotes
Erter Filker criteria to display assets.
Help Move | Cloze

2. The Move screen offers two modes of Asset selection - Filter and Custom Filter:

Filter is the default selection mode, allowing you to select the Assets you want to Mowe by
specifying any combination of values for the four filter criteria: Asset Tag, Location, Department
and Purchase Order.

Note: Pinning can be used with Mowe transactions. Pinning allows you to "lock" the information
entered into a field. This is convenient if, for example, you are entering multiple new assets for a
particular site and location. You can enter the site and location once, then pin them. The fields
will retain the information you entered through each new entry until you unpin them. In the
example screen shown below, values are entered in the Site, Location and Department Code

fields. These three fields were Pinned by clicking on their ¥ pushpins, causing them to look
like X this. Click the X pushpin again to unlock the field for entry of a different value.

Custom Filter may be selected instead of Filter. This makes use of the Simple_Find or
Advanced Find forms to select the Assets you want to Mowe.

. The assets matching your criteria will appear in the grid. You can manually limit the list of

Assets further by highlighting only those assets in the list you want to move. To multi-select,
hold down the CTRL key while clicking on assets with your mouse.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

The Detail button will open the Edit Asset screen for the highlighted record, to view or modify the
Asset record prior to moving it. If more than one record is selected, the Detail button will be
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disabled.
The Notes button allows you to enter Notes on the record.

4. After you have selected the assets you want to mowe, you need to select the To Location.
Notice that the items listed in the To Location drop down list consist of both a Site and a
Location at that Site. Select a recently used To Location from the drop down, select <More> to
select a location from the Location List, or <New> to enter a new Location.

In the example below, Assets were filtered only by Location, then only the last two Assets listed
at that Location were highlighted for the Move to the specified To Location.

5. Click the Move button when you are ready to move the selected assets to the new location..

Click Close when you are ready to exit the Move function.

9.4 Checking Out Assets

The Check-Out Asset function, provides the ability to check-out assets to a customer or employee,
specifying a due date and time by which the asset should be returned. Keep in mind that you can set

the check out length to only consider weekdays and the due_date to only fall on a weekday on
the Options screen.

You can also check out assets on a Windows Mobile/CE mobile device.

1. To access this function, from the Main screen click Asset Management > Check-Out.

You can also access this feature from the Asset List by highlighting the asset you want to check-
out, then clicking the Check-Out button on the Asset List toolbar. When accessed this way, the
selected asset's information will be pre-populated on the screen. For_more information on
using the Asset List, click here.

2. The Check-Out function offers two modes of Asset selection - Filter and Custom Filter:

Filter is the default selection mode, allowing you to select the Assets you want to Check-Out by
specifying any combination of values for the four filter criteria: Asset Tag, Description, Location,
and Category.

Note: Pinning can be used with Check-Out transactions. Pinning allows you to "lock" the
information entered into a field. This is conwvenient if, for example, you are entering multiple new
assets for a particular site and location. You can enter the site and location once, then pin them.
The fields will retain the information you entered through each new entry until you unpin them. In
the example screen shown below, values are entered in the Site, Location and Department Code

fields. These three fields were Pinned by clicking on their L ! pushpins, causing them to look
like ¥ this. Click the ¥ pushpin again to unlock the field for entry of a different value.

Custom Filter may be selected instead of Filter. This makes use of the Simple_Find or
Advanced Find forms to select the Assets you want to Check-Out.

3. After applying your choice of filter criteria, you can manually limit the list of Assets further still by
using CTRL and the left mouse button, clicking to highlight only those Assets in the Assets
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available to check-out list that should be Checked-Out, then click the > button to move them to
the Assets pending check-out list. All the listed Assets can be shifted to the Assets pending
check-out list via the >> button.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

The Detail button will open the Edit Asset screen for a highlighted record, to view or modify the
Asset record prior to doing the Check-Out. If more than one record is selected, the Detail button
will be disabled.

. When you are satisfied with the Assets accumulated in the Assets pending check-out list, you

can optionally apply Notes to the transaction, then specify either a Customer or an Employee to
whom the asset will be checked out.

5. Next, enter a Due Date (and time) for this asset.

You have three options for selecting a Due Date.

Use each asset's checkout duration - highlight a pending asset in the Assets pending
Check-Out window. The selected asset's due date will appear in the window. The due date is
based on the check out length set for the selected asset or asset type.

Check-0Out 5%
@ Filter () Custaorm Filker
Assek Tag: * | Create Custom Filter
Description M=
Location - | gt
Category ~ |
Asseks available for Check-Out Assets pending Check-Out
Asset Tag Asset Description Assek T [ Asset Tag Asset Description Asset Type
! | 11035 Intel network card PRO 1000 PT  Intel network card PR
4 1 3
MNotes | Bemaove Fermave Al

4 (m 3

® Employes O Customer Due Date )
5 (O Recalculate using sach asset's checkout duration
hange To Location: To:
bl |50 @ Mone (all assets have no due date)
Print Receipt On Check-ut () Custaom (all assets get the dus date below)
[oes052012 - | [10iz8e0e
Show location on Receipt L Il
Help | Cloze

Enter filter criteria to display assets,

None - No due date will be assigned.
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Custom - You can set a specific due date for all assets in the list. Highlight the asset in the
Assets pending Check-Out window, then enter a date and time in the fields provided.

Keep in mind if you are checking out a linked asset and the Transact as Whole flag is
checked for the group, if you choose to use the default due date (rather than entering a new
due date, Rosistem Assets will search all linked assets to find the maximum checkout
duration. The maximum length is used to calculate the due dates for all the linked assets.
This ensures that all the assets in the transaction have the same due date even if some of
the linked assets hawe different checkout durations.

6. You can optionally change the location of the asset being checked out using the Change
Location To field. For instance, you would use this feature if you are checking the asset out to
someone at a different location, such as another building or warehouse. To change the location,
select a location from the Change Location To drop down list.

7. Enter a number in the Print Receipt - Copies box to print Check-Out receipts for this
transaction.

8. When the required fields have been satisfied, the Check-Out button will be enabled. Click it to
post the transaction or click the Close button to exit without checking out the asset.

9.5 Checking In Assets

The Check-In Asset function is used to Check-In Assets that are currently checked out to a Customer
or Employee.

Note for Mobile Device Users: Assets can also be checked in directly on a Windows Mobile/CE
mobile device.

1. To access the Check-In feature, from the Main screen, select Asset Management > Check-In.
The Check-In screen shown below appears.

You can also access this feature from the Asset List by highlighting the asset you want to check-
in, then clicking the Check-In button on the Asset List toolbar. When accessed this way, the
selected asset's information will be pre-populated on the screen. For_more information on
using the Asset List, click here.

© 2003-2015, Rosistem



158

Rosistem Assets

Check-In 550
Filker Checked Cut To
= - Employes -
fisget Tag; - 1800202284561
|Adrian Barbu
Zustomer: v - Phones
Addresses
Employves: - |
Select Assets
Assets available For Check-In Assets ready to Check-In
Asset Tag Asset Description Assel Tr Asset Tag Asset Descripkion fsset Type
10603 Multifunctionala Canon iR3225M  Multifunctional.
¥
FRITT 3
Mates Femove Fiemave Al
<« [ ' Location
o | -t
Help Print Receipt On Check-In LCloze

Enter filter criteria bo display assets.

2. Select the asset or assets you want to check in. Asset selection can be done by specifying an

Asset Tag, a Customer or an Employee. If an Asset Tag is supplied, the Checked Out To
window will display the Customer or Employee information recorded at the time of Check-Out.

Note: Pinning can be used with Check-In transactions. Pinning allows you to "lock" the
information entered into a field. This is conwenient if, for example, you are entering multiple new
assets for a particular site and location. You can enter the site and location once, then pin them.
The fields will retain the information you entered through each new entry until you unpin them. In
the example screen shown below, values are entered in the Site, Location and Department Code

fields. These three fields were Pinned by clicking on their ¥ pushpins, causing them to look
like X this. Click the ¥ pushpin again to unlock the field for entry of a different value.

. After applying your choice of filter criteria, you can manually limit the list of Assets further by

using CTRL and the left mouse button, clicking to highlight only those Assets in the Assets
Checked-Out list that should be Checked-In, then click the > button to move them to the Assets
ready to check-in list. All the listed Assets can be shifted to the Assets ready to check-in list

\via the >> button.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

The Detail button will open the Edit Asset screen for a highlighted record, to view or modify the
Asset record prior to doing the Check-In. If more than one record is selected, the Detail button
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will be disabled.

When you are satisfied with the Assets accumulated in the Assets ready to check-in list, you
can optionally apply Notes to the transaction.

When the Print Receipt - Copies box has a value greater than zero, one or more Check-In
receipts will be printed for this transaction.

4. You can optionally add Notes to these assets by clicking the Notes button or enter a Check In
location in the Location field. Select a new location for the asset will check the asset into the
selected location, effectively moving it from its former location.

5. When the required fields have been satisfied, the Check-In button will be enabled. Click it to post
the transaction or click the Close button to exit without doing a Check-In.

9.6 Transferring Checked Out Assets

The Transfer Checkout function allows you to transfer physical possession of a checked out item from
one person to another. Transferring a checked out asset prevents you from having to check the asset
back in, then check it out again to another person. If the asset won't be returning to your company's
possession before going to another customer or employee, use this function to transfer it.

Keep in mind that you can set the check out length to only consider weekdays and the due date_to
only fall on a weekday on the Options screen.

1. From the Main screen, click Asset Management > Transfer Check Out. The Transfer Check
Out screen appears.
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Transfer Check-Out 22
Filter Checked Out To
; E-rﬁ'p'lo'f'ée-
fsetTag; i 2660806297330
Cuskames: - |Anca Claudia Simu
Phores
Employee: - B Addresses
Assets gvailable For Transfer Check-Out Assets ready to Transfer Check-Out
Assek Tag Asset Description Asset Tag Asset Description As:
;. 10800 Sighemn PC GA1MT cu monitor Berg GLZ240 =i, Siske
11143 Miniconverter Analog to SOT Minin
4 2 4 L] F
[retail ' Haotes Bemaove Femove Al
@® Employes () Custamer Due Date -
| B ® Use each asset's existing due date,
hange Lacation Ta: {4.01.0001 00;00:00
| - (O Recalculate using each asset's checkout duration
Print Receipt On Transfer Check-Out 1
) ) (O Mone (all assets have no due date)
Shiow location on Receipt §
() Custom {all assets get the due date below)
[Darzarzom + | [14:35:22 |
Help Transfer Check-Out LCloze

Enter Filker criteria to display assets,

This screen is similar to the Check Out screen.

2. The Transfer Check-Out function offers two modes of Asset selection - Filter and Custom

Filter:

Filter is the default selection mode, allowing you to select the Assets you want to Check-Out by
specifying any combination of values for the four filter criteria: Asset Tag, Description, Location,
and Category.

Note: Pinning is available on this screen. Pinning allows you to "lock" the information entered
into a field. This is convenient if, for example, you are entering multiple new assets for a particular
site and location. You can enter the site and location once, then pin them. The fields will retain
the information you entered through each new entry until you unpin them. In the example screen
shown below, values are entered in the Site, Location and Department Code fields. These three

fields were Pinned by clicking on their 1 pushpins, causing them to look like ¥ this. Click the
X pushpin again to unlock the field for entry of a different value.

Custom Filter may be selected instead of Filter. This makes use of the Simple_Find or
Advanced Find forms to select the Assets you want to Check-Out.

3. After applying your choice of filter criteria, you can manually limit the list of Assets further still by
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using CTRL and the left mouse button, clicking to highlight only those Assets in the Assets
available to check-out list that should be Checked-Out, then click the > button to move them to
the Assets ready to transfer check-out list. All the listed Assets can be shifted to the Assets
ready to transfer check-out list via the >> button.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

The Detail button will open the Edit Asset screen for a highlighted record, to view or modify the
Asset record prior to doing the Check-Out. If more than one record is selected, the Detail button
will be disabled.

When you are satisfied with the Assets accumulated in the Assets pending check-out list, you
can optionally apply Notes to the transaction, then specify either a Customer No. or an
Employee No. and a Due Date (and time).

When the Print Receipt - Copies box has a value greater than zero, one or more Check-Out
receipts will be printed for this transaction.

4. When the required fields have been satisfied, the Transfer Check-Out button will be enabled.
Click this button to post the transaction or click the Close button to exit without transferring the
asset.

9.7 Auditing Assets

The Audit function is used to determine the current location of your assets. With this function, you can
verify that your assets are in the locations to which they are assigned.

1. To access the Audit screen from the Main screen, select Asset Management > Audit.
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Inventory 52

Filtering data

Select Audit Site Description

IT - |-t v | |-t
Select Audit Location Category

FO - |- v | |-t
Audit Stark Time: Asset Tag:

03/23/2011 - [1Z:00:01 «| B

Select Assets

Asseb ... Asset Description Assek Type Asset Type Description S
38 Retea distributie semnale TY prin fibra optica  Retea distributie fibra optica  Retea distributie fibra optica  IT
Fi 1 b
Motes Select All De-Select All
Help Print Receipt On Inventary | Arventary LCloze

Enter filter criteria ko display assets, Assets audited today will not display in the lisk unless the tag is entered,

2. The Filter section allows you to quickly select which assets you wish to audit. Select the
desired audit Site and Location.

3. Set an Audit Start Time. This feature allows you to stop and restart an audit without auditing
the same inventory twice by telling Rosistem Assets to only include those assets that were not
audited prior to the entered start date and time.

4. After the site and location are selected, you can further define your asset search by entering a
Department, Category or specific Asset Tag.

Note: Pinning can be used with Audit transactions. Pinning allows you to "lock" the information
entered into a field. This is convenient if, for example, you are entering multiple new assets for a
particular site and location. You can enter the site and location once, then pin them. The fields
will retain the information you entered through each new entry until you unpin them. In the
example screen shown below, values are entered in the Site, Location and Department Code

fields. These three fields were Pinned by clicking on their ¥ pushpins, causing them to look
like ¥ this. Click the ¥ pushpin again to unlock the field for entry of a different value.

3. After applying your choice of filter criteria, a list of assets matching your criteria appears in the
Selected Assets list.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

If you want to edit an asset in the Selected Assets list, highlight the listing, then click the Detail

© 2003-2015, Rosistem



Asset Management| 163

button. If more than one record is highlighted or no assets are selected, the Detail button will be
disabled.

Inventory s

Filkering data

Select Audit Site Description

I |-t - -t
Select Audit Location Cakegory

FO | -t - -
Audie Start Time: Asset Tag:

03/23/201 - | 12:00:01 T

Select Assets

fssek ... Assel Descripkion fssek Type Asset Type Description S
3a Retea distributie semnale TY prin fibra optica Retea distributie fibra optica  Retea distributie fibra optica  IT
4 m 3
Motes Select Al De-Select &l [retail |
Help Brint Receipt On Inventory | treventory | LCloze

Enter Filter criteria to display assets, Assets audited today will not display in the lisk unless the tag is entered.

Note on Linked Assets: If the displayed asset is a Linked asset, a special icon appears alerting
you that this is a linked asset.

Note: Asset Linking, also known as Asset Kitting, allows you to link two or more assets
together to form one new asset. For example, the asset Mary's Computer may consist of 4
separate assets - CPU, Keyboard, Mouse and Monitor. These four individual assets are linked
together to form one new asset, Mary's Computer. For a more detailed definition, please refer to
the Definitions topic.

Special rules apply when auditing linked assets. If the Transact as Whole flag has been
selected for the parent of this asset (on the Edit Asset>Linking tab), then ALL assets linked to
this asset will be audited. If this flag is not selected, the single asset will be audited. See_the
Create New Asset for further information.

4. When you are satisfied with the Assets in the Selected Assets list, you can optionally apply
Notes to the transaction.

5. You can print audit receipts for each audited assets by entering the desired number of receipts in
the Print Receipts - Copies field. Keep in mind that if you enter 3 in this field, for example, 3
audit receipts will print for each asset audited.

6. When you are ready to audit the assets, select the checkbox next to the assets you want to
audit, or click Select All, and click the Audit button. The Audit button will not be enabled until
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you select at least one asset. After you select the Audit button, the audited assets will disappear
from the Selected Assets list.

% When the required fields have been satisfied, the Audit button will be enabled. Click it to post the
transaction or click the Close button to exit without doing an Audit.

d} If at the Location being Audited, an Asset is found that wasn't recorded in the Asset database, a
message will appear giving you the option to relocate the Asset to the Location you are currently
auditing, then auditing it or leaving the asset in its current location and auditing it. Keep in mind that
whether you mowe the asset to the current location or leave it where it is, the asset will be audited.

(b If an Asset is missing at the Location being Audited and you have discontinued all efforts to find it,
you can perform a Dispose transaction. Keep in mind that once disposed, assets cannot be "un-
disposed", meaning there is no way to reactivate the asset. You would need to create a new asset if
the asset is found. There may be situations where you will want to move an asset to a temporary
location, rather than disposing of it, if the asset is misplaced. For example, if you regularly have items
that are not found during an audit, but are found later, you may not want to dispose of them. Moving
them to a temporary location you set up in Rosistem Assets enables you to move them back to their
regular location when they are found. Disposing of these assets requires you to create a new asset
later if they are found.

Disposing of Assets

The Dispose function is used to delete one or more assets from your database. You will use this
function when you no longer have an asset.

Keep in mind that once disposed, assets cannot be "un-disposed", meaning there is no way to
reactivate the asset. You would need to create a new asset if the asset is found. There may be
situations where you will want to move an asset to a temporary location, rather than disposing of it, if
the asset is misplaced. For example, if you regularly have items that are not found during an audit, but
are found later, you may not want to dispose of them. Moving them to a temporary location you set up
in Rosistem Assets enables you to move them back to their regular location when they are found.
Disposing of these assets requires you to create a new asset later if they are found.

1. To access the Dispose screen, from the Main screen, click Asset Management > Dispose.
The Dispose screen shown below appears.

You can also access this screen from the Asset List by highlighting the asset you want to
Dispose, then click the Dispose button on the toolbar. For more information_on using the list
screens, click here.
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Dispose el
@ Filter ) Custom Filker

Asset Tag: hm35 i
Location = -
Diepartrenk: 2 B
Purchase Order: > =

Asset Tag Asset Description Asset Tyvpe Asset Type Description Site Loca...

11035 Intel network card PRO 1000 PT  Intel network card PRO 1000 PT - Inkel network card PRC 1000 PT - Adriatica  MCR

< m = 3

Disposal Select Al De-Select Al

Reason: - | |- Mates

Enter filker criteria to display assets,

Help [ izpoze I Cloge

2. You can search for specific assets using the Filter or the Custom Filter at the top of the screen.

Filter: This is the default selection mode and allows you to select assets by specifying any
combination of values for the four filter criteria: Asset Tag, Location, Department and Purchase
Order.

Note: Pinning can be used with Dispose transactions. Pinning allows you to "lock" the
information entered into a field. This is convenient if, for example, you are entering multiple new
assets for a particular site and location. You can enter the site and location once, then pin them.
The fields will retain the information you entered through each new entry until you unpin them. In
the example screen shown below, values are entered in the Site, Location and Department Code

fields. These three fields were Pinned by clicking on their ¥ pushpins, causing them to look
like X this. Click the X pushpin again to unlock the field for entry of a different value.

Custom Filter: This feature uses the Simple Find or Advanced_Find screens to select the
assets you want to dispose.

3. The assets matching your criteria will appear in the grid. You can manually limit the list of
Assets further by highlighting only those assets in the list you want to dispose. To multi-select,
hold down the CTRL key while clicking on assets with your mouse.

The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made.

The Detail button will open the Edit Asset screen for a highlighted record, to view or modify the
Asset record prior to doing the Dispose. If more than one record is selected, the Detail button will
be disabled.
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4. A Disposal Reason must be selected from the drop list. Reasons are: Sale, Lost, Damaged,
Trade In, Stolen or Other.

5. You can optionally apply Notes to the transaction.

6. When you are finished entering information in the required fields, the Dispose button will be
enabled. Click it to dispose of the selected assets or click the Close button to exit without
disposing of any assets.

9.9 Creating a Maintenance Entry

The Maintenance Entry screen is used to record maintenance activity for one or more Assets. You
can schedule maintenance on this screen and record when maintenance was completed and the
condition of the asset.

1. To access this screen, from the Main screen, select Asset Management > Maintenance
Entry.

OR

From the Main screen, select Lists > Asset List. Highlight an Asset in the Asset List, then click
the Maintenance icon on the toolbar. The Maintenance Entry screen appears. Note that if you
access the Maintenance Entry screen from the Asset List, the screen will appear populated with
the selected Asset's information and any scheduled maintenance.
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»

| Maintenance Enkry 5%
@ Filter (O Custom Filer
Asset Tag: = Create Custom Filter
Locakion -|
Department: - | ™
Date Due: 0B/05/2012 22:33:10 - |-
Asselk Tag Asset Descripkion Maink, Desc, Due ... Asset Type =
1 Centrala de comutare si distributie semnale de televiziune Unscheduled Maintenance Centrala de comu
10 Kit T pt. Filmari ext. CAMS Unscheduled Maintenance Kit TW pt. filmari e
10003 Scaun Golf Ly Unscheduled Maintenance Sicaun Golf Ly
10004 Scaun Golf LY Unscheduled Maintenance Scaun Golf L
10005 Scaun Golf LY Unscheduled Maintenance Scaun Golf L
10006 Scaun Golf L Unscheduled Maintenance Scaun Golf L I
4 nr 3
Select Al De-Select Al Detail

Completion Information

Complete; i DEscription of maintenance 555,
[rate: 03/27/2011 = Test maintenance =
Condition: + || | | This is a tesk
Cask: = -
ol Save Cloze

‘iewing Fitered Assets,

2. The Maintenance Entry screen offers two modes of Asset selection - Filter and Custom Filter:

Filter is the default selection mode, allowing you to select the Assets for which you want to
record a Maintenance Entry by specifying any combination of values for the four filter criteria:
Asset Tag, Location, Department and Date Due.

Date Due will select those Assets with a scheduled Next Date that occurs on or before the Date
Due specified. The Next Date is set on the Edit Asset > Maintenance tab.

Note: Pinning can be used with Maintenance Entry transactions. Pinning allows you to "lock"
the information entered into a field. This is convenient if, for example, you are entering multiple
new assets for a particular site and location. You can enter the site and location once, then pin
them. The fields will retain the information you entered through each new entry until you unpin
them. In the example screen shown below, values are entered in the Site, Location and

Department Code fields. These three fields were Pinned by clicking on their ! pushpins, causing

them to look like ¥ this. Click the ¥ pushpin again to unlock the field for entry of a different
value.

Custom Filter may be selected instead of Filter. This makes use of the Simple Find or
Advanced Find forms to select the Assets for which you want to record a Maintenance Entry.

3. The assets matching your criteria will appear in the grid. You can manually limit the list of
Assets further by highlighting only those assets in the list for which you want to create a
maintenance entry. To multi-select, hold down the CTRL key while clicking on assets with your
mouse.
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The Select All button can be used to highlight all the records found by your choice of filter
criteria. De-Select All can be used to clear any selections previously made

The Detail button will open Edit Asset screen for a highlighted record. You can view or modify the
Asset record prior to recording the Maintenance Entry. If more than one record is selected, the
Detail button will be disabled.

. If the maintenance is completed, select the Complete checkbox. You can also specify a

Completion Date, the Asset's current Condition and the Cost of the maintenance. The
Complete checkbox does not need to be selected to enter a Completion Date, Condition or
Cost.

. Enter a Description of Maintenance for this Maintenance Entry. The Description of

Maintenance field allows you to enter a brief oveniew of the maintenance performed. You can
type a one-time entry into the Description field, or you can set up recurring descriptions from
which you an select.

5.a.To setup descriptions, click the ... button above the Description of Maintenance field. The
Maintenance Selection screen appears:

Maintenance Selection &R

Maintenance Seleckion

Maintenance Short Mame Description

i ETest
Details
Apply Dizcard
Help (H]; Lancel

5.b.Any descriptions you already have setup will appear in the Maintenance Short Name
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Description field. To enter a new description, click the New button. A new entry will appear in
the Maintenance Short Name Description field:

Maintenance Selection i

Maintenance Seleckion

Maintenance Short Mame Description

o [ Tesk maintenance |

Details

Apply Dizcard

Help (H]; Lancel

5.c.Enter a name for this maintenance.
5.d.Click in the Details section, then type in the description for this maintenance.
5.e.Click Apply to save your changes.

5.f.Select which maintenance description you want to use by checking the desired listing, the
click the OK button. Your selection will be added to the Description of Maintenance field.
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-

| Maintenance Enktry

@ Filter

Assek Tag:
Lacation

Deparkrent:

Date Due:

Asset Tag
1
10
10003
10004
10005
10006

Select All

O Cuskom Filker

Custom Filte

b3

06/05/2012 22:33:10 - | -

Asset Description

Centrala de comutare si distributie semnale de televiziune
Kit T pt. filmari ext. CAMS

Scaun Golf Ly

Scaun Golf LX

Scaun Golf L

_5caun Golf L

m

De-Select Al

Completion Information

Complete:
Date:
Condition:

Cosk;

Help

Maint, Desc.

Unscheduled Maintenance
Unscheduled Maintenance
Unscheduled Maintenance
Unscheduled Maintenance
Unschedulad Maintenance
Unscheduled Maintenance

#

Cue ... fssek Type
Centrala de comu™
Kit T pt. Filmari
Scaun Golf LX
Scaun Golf Lx
Scaun Golf L
Scaun Golf L b

Dretail

=t | | Descripion of mainkenance

037272011 < Tesk maintenance

v | || Thisis a best

Viewing Filtered Assets,

Save LCloze

6. When all required fields have been completed, the Save button will be enabled. Click Save to
save your changes or click the Close button to exit without recording a Maintenance Entry.

Entering Maintenance Prior to Due Date: If

maintenance schedule is due, the following screen appears:

E arly Maintenance

The completed maintenance date (05.10.2010) for the following asset
l 3 ig earlier than the scheduled due date Would you like to advance the
curment due date to the next due date according to the schedule %Click
Mo f you wart to keep the cument due date Asset Tag:
4026Mairt. Description: UpgradeCument Due Date: 30.11.2010

e l | Mo

Select Yes if you want to advance the schedule.

maintenance is entered for an asset before that

This means the maintenance will be marked

completed for this period and the due date will be moved to the next due date on the schedule.

Select No to keep the current due date. The maintenance will be marked completed but the due date

will stay the same.

© 2003-2015, Rosistem



Asset Management 171

9.10 Calculating Depreciation

The Calculate Depreciation function is used to calculate depreciation up to the specified Through
Date for all Assets with Asset Types defined with Depreciation Classes having Depreciation Methods
other than None.

Note: Depreciation Classes can be created to determine a specific Depreciation Method. The
Depreciation Class is then assigned to Asset Types to calculate depreciation.

1. To access this function, from the Main screen, click Asset Management > Calculate
Depreciation. The Calculate Depreciation screen appears.

Calculate Depreciation

Depreciation calculation will only perform on the assets
khat ywau have permission ko access, The depreciation
aof the assets that you do not have the permission bo
access will nok calculate, Calculate depreciation For
accessible assets through the Following date:

Through Date: oAm.f2011 =

Help ok, Cancel

2. Specify the Through Date through which you want depreciation to be calculated or just click OK

to accept the default date. The_default Through Date can be changed on the Options
screen.

Depreciation Definitions and Examples:

Click on the depreciation type below to view a definition and example. Remember that these
depreciation methods are selected on the Add/Edit Depreciation Class screen. Click _here for
more information on Adding/Editing Depreciation Classes.

e Straight Line - The simplest and most commonly used depreciation method, straight line
depreciation is calculated by taking the purchase or acquisition price of an asset subtracted
by the salvage value divided by the total productive years (Life) the asset can be reasonably
expected to benefit the company.

¢ Double Declining Balance - The double declining balance depreciation method is similar to
the straight-line method. To use it, the system first calculates depreciation as if it were the
straight line method. Then it determines the total percentage of the asset that is depreciated
the first year and doubles it. Each subsequent year, that same percentage is multiplied by the
remaining balance to be depreciated. At some point, the value will be lower than the straight-
line charge, at which point, the double declining method should be scrapped and straight line
used for the remainder of the asset’s life. Remember that the IRS does allow businesses to
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switch depreciation methods one time in the life of an asset. Rosistem Assets will not make
this switch for you. It is up to the individual business to keep track of when the switch to
straight line depreciation should be made.

¢ 150% Declining Balance - This method uses 150% of the straight-line percentage for the first
year. The same percentage is then applied to the remaining balance, each succeeding year.

¢ Declining Balance Custom - This method allows you to enter a custom declining balance
percentage. Declining Balance is a common depreciation-calculation system that involves
applying the depreciation rate against the non-depreciated balance. Instead of spreading the
cost of the asset evenly ower its life, this system expenses the asset at a constant rate, which
results in declining depreciation charges each successive period.

e Sum of the Years' Digits - To calculate depreciation charges using the sum of the years'
digits method, take the expected life of an asset (in years) count back to one and add the
figures together.

3. After depreciation for all applicable assets has been completed, e confirmation message will
appear. Click the OK button to view the Asset Depreciation by Department Report or Cancel to
close the screen.

d} This software does not track depreciation over multiple periods. For example, after calculating
depreciation for an asset using the variables in the examples provided abowe, if you were to later change
the Purchase Cost or Salvage Value or any other relevant variable, the next time you calculate
depreciation the system would not take into account any previous calculations.

(I} Any changes made to an existing Depreciation Class will impact depreciation calculations for every
Asset defined with that Depreciation Class (via the Asset Type).

Mass Update

Rosistem Assets allows you to select multiple Assets from the Asset List and update a number of fields.
For example, if you want to update warranty information for all Assets under a certain Asset Type, you
can select all of those assets on the Asset List and make the change at one time.

Using Mass Update:

1. From the Main screen, select List Forms > Asset List.
or
From the Main screen, select Asset Management > List Assets.

2. On the Asset List screen, select the Assets you want to update. You can use the filter features to
drill down to the assets you want.

3. Now select all assets you want to change by holding down the Ctrl key and clicking on each one
you want. Or you can select assets by holding down the SHIFT key and clicking on two assets.
All assets in between the two you clicked on will be selected.

4. When you have selected the assets you want to change, click the Mass Update button on the
toolbar:
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r
Asset List = 2=

y = » 5 ® Gl E R R &

Filter Toggle | Mew Edit Dispose Duplicaty Mass Update || CheckIn Check Out th& Maintenance | Print Export Group Hidden | Views Print Tags View Linking View

| Linking \ Asset Tag | Asset Description \ Asset Type | Asset Type Des. | Transact As Wh... \ Site: | Location \ Department Code | Checked Out \ Serial *
< 11023 L L Lo X

T 11030 Mini converter S...  Mini converter S...  Mini converter S. T Cristian Popistea... Magazie tehnic

1 \“{-. Has Parent 11031 2RU Rackmount... = 2RU Rackmount.. 2RU Rackmount... T m Popisteanu M Y

1 _\'{q Has Parent 11032 UPS 15004 Ra. UPS 1500WARa... ' UPS 1500VARa.. T m Popisteanu Y

Tl Not Linked 11033 Server Cinegy Ai... Server Cinegy Ai... Server CinegyAi.. T Adriatica ‘Studio Y

|
s Has Parent 11035 Intel network car...  Intel network ca Intel network car.. | T Adriatica MCR

_\“{q Has Parent 11036 Intel network car...  Intel network car... - Intel network car... - T Adriatica MCR

_\“{q Has Parent 11037 Intel network car..  Intel network car... - Intel network car... - T Adriatica MCR

[ Not Linked 11038 Notebook HP 43...  Notebook HP 43.. Notebook HP 43... ' T Cristian Popistea... ' MAGAZIE

[ Not Linked 11038 Notebook HP 43...  Notebook HP 43.. Notebook HP 43... ' T Cristian Popistea... | MAGAZIE

:\“{q Has Parent 11040 Pupitru lumini DO. Pupitru comanda... - Pupitru lumini DO... T Palatul Copiilor PACO lluminare Y =
\“{-. Has Parent 11041 Dimmer lumini M1.. Dimmer lumini K Dimmer lumini T Palatul Copiilor PACO lluminare Y

[ Not Linked 11042 Generator audio ... Generator audio ... - Generator audio ... T Cristian Popistea... ' Laborator Y

_\“{q Has Parent 11043 Generator audio ... Generator audio ... | Generator audio T Cristian Popistea... | Radiorelee Y

[ Not Linked 11044 Hard disk Seaga... Hard disk Seaga. Hard disk Seaga... ' T Cristian Popistea... - Arhiva Stiri Y -

Record: M 4 [ 1.01g0f 1297 » »i 4] il ] »

Help Close

Viewing: Active Assets

The Mass Update screen appears:
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Asset Mass Update 2
Asset Tan | Asset Description | Asset Type | Department Code | Condition | Manufacturer | Madel | Che
11030 Mini converter 5...  Mini converter S... Blackmagic Design 0 c
11033 Server Cinegy A... - Server Cinegy A... Cinegy 0 g
Record: 14 4 | Jdof 2 » M4 il »

General | cystomFields

General Depreciation
Department Code: |<Blﬂnk= v|
Condition: |<B|an|-;> vl
Asset Type: | v|
Purchase Order: | v|
Description:
Purchase Date: [100z01 170811 |
Description | v| Purchase Cost: | Ell
S - Salvage Value: | Dl
e _ | | Depreciation Begin Date: [ 1013012011 17:08:11 -]
Hoce | ]
Warranty
[ vendor be | v| .
Begin: [10r30:2011 17:08:11 -]
[ Checkout Length Odays |59 Ofrs Omin (= End: [10m0z011 17:0811 -]
[[] Lead Time Odays |5 Ohrs Omin = Provider: | 'l

Additional Info:

Help Cancel

5. The top portion of the Mass Update screen displays the assets you have selected. If needed,
scroll through the columns in this window using the bar on the right. As with other lists in
Rosistem Assets, you can sort the list by clicking on the column headers.

6. Select the checkboxes in front of each field you wan to updated, then enter the information you
want to change. Any fields you have selected (a checkmark will appear in the box as shown in the
example below) will be updated. Unchecked fields will not be updated. Remember that once you
click Save, any information you enter here will be applied to all assets that appear in the window.
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Asset Mass Update £
Asset Taa | Asset Description | Asset Type | Department Code | Condition | Manufacturer | Madel | Che
11030 Mini converter 5...  Mini converter S. .. Blackmagic Design 0c
11033 Server Cinegy A... - Server Cinegy A... Cinegy 0 g
Record: M [ dof 2 » ¢l | 4] il »
General | Cystom Fields
Cepearal Depreciation
Department Code: PrROMO -
Condition: <Blanks v|
Asset Type: Server Cinegy Air SD Playout -
Purchase Order: | v|
Description: i i
P Server Cinegy Air SD Playout Purchase Date: TTE T DAL - |
Description Server Cinegy Air SD Playout ~ Purchase Cost: | 0 |
) Salvage Value: | Gl
Manufacturer Cinegy -
Depreciation Begin Date: 1302011 17:08:11 - |
Modgl M
Warranty
Vendor be -
Begin: [10r30:2011 17:08:11 -]
w| Checkout Lenath od z in == — -
: e 0frs 0 min End: 107302011 17081 -]
[#] Lead Time Odays = Ohrs Omin = Provider: | 'l
Additional Info:
Help Save Cancel

You can manually type information into the fields or use the drop down menus. Most drop down
menus will provide the options of <Blank> and <More>. <Blank> means any information
previously contained in the field will be removed. <More> accesses the associated List screen
allowing you to select from all Manufacturers, Vendors, etc.

Any fields that appear in bold are required fields. You cannot select Blank for required fields.
Which fields are required will vary depending on your Custom Field Name settings.

Keep in mind that the Depreciation checkbox cannot be selected unless all assets in the Mass
Update window are associated with an Asset Type that can be depreciated. Depreciation is
activated at the Asset Type level on the New Asset Type or Edit Asset Type screen.

If the Edit_Inherited Asset Type Data option is disabled on the Options screen, you will not be
able to edit data under the Asset Type.

7. After you have entered information in the desired fields, click the Save button. Remember that
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once you click Save, any information you enter here will be applied to all assets that appear in the
window.

9.12 View Linked Asset Screen

View Links - if you are using asset linking, highlight a listing in the Asset List, then click the View
Links button to view the parent asset and any children.
Assets screen.

Below is an example of the View Linked

Yiew Linked Assets o
E_J L{f :N; u;_l ':' '-h g?’
Mew  Edit  Dispose Duplicate CheckIn Check Qut  Bowve

[a]

10063 - Camera video Sory PMW-EXLIR CAMS [Camera video Sony PMW-EX1R]

10078 - 50 card adaptor Sony MEAD-3D01 [SD card adaptor Sony MEAD-300
10093 - Batkery pack Sony BP-UA0 [Battery pack Sory BP-UIAO]

10105 - Caski Sony MOR-7505 [Casti Sony MDR-7505]

10128 - Microfon Sony ECM-67319x [Micrafon Sony ECM-6739x%]

10157 - Incarcator acumulator Somy BC-UZ [Incarcabor acumolakori Sony BC-
10198 - Geanta camera Petral PC202 [Geanta camera Petral PC20Z]

10218 - Trepied Manfrotto S04HD, S46EK [Trepied Manfrotbo S04HD, S46EK]
10292 - Memory card Sx5Pro Sony SBP-16 [Memory card SxSPro Sony SBP-1
10304 - Lampa camera LP Micro [Lampa camera LP Micrao]

10319 - Husa ploaie Petrol PR 410 [Husa ploaie Petral PR 410]

10344 - Zard memorie SDHC 16GE [Card memarie SDHC 16GE]

10360 - Filkro Howa UY-HMC 77mm [Filtro Howa U-HMC 77mm])

Kl

i | k|

Help

Notice that in this example the asset that was highlighted in the Asset List appears highlighted on the
View Links screen (asset K1000 in this example). The parent asset appears at the top.

LCloze

had children linked to it, those would also appear on this screen.

There is a toolbar at the top of this screen allowing you to perform actions on the assets on the screen.

These functions are listed below:
¢ Create New

Edit
Dispose
Copy
Check In

Check Out
Move

(4

If asset K1000
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10 Administration

10.1 Entering Company Information

The Company Information screen allows you to enter or update information about your business. The
value entered in the Company Name field will appear at the top of the Main screen and also be used

as the header for all reports and pre-defined labels. This screen should be filled out first when you
initially setup the software.

1. To access the Company Information screen, from the Main menu, click Administration >
Company Information. The Company Information screen shown below will appear:

Company Information 2

Company Mame:

Phone:

Ernail:

Fa: W'ebsite:

Addreszes

Address Type:

Company Corporate *| | Delete dddress

Address 1 State:

Address Z: Postal Code:

Ciky Caunkry:

Help kK Lancel

2. Select an Address Type from the drop down list, then provide any of the associated information
you have: Address 1, Address 2, City and Country. Address information can be entered for

each Address Type you select. The Phone, Fax, Email and Website fields are available if you
would like to record this information.

3. Click OK to save your data or Cancel to close the screen without saving.
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10.2 Set Default Working Site

You can set Source and Destination sites (or locations, if your version only allows one site) on the Set
Default Working Site screen. Rosistem Assets allows you to work with more than one Site and
multiple Locations within each Site. At any time, you can limit all your transactions (moves, check-ins,
check-outs, etc.) to a specified Source, a specified Destination, or allow transactions at All Sites.

%% When Rosistem Assets's functionality is not restricted to a single site, Users must remain mindful
of which site they are working with as transactions are performed.

Source will determine the locations available in the Location field of the New Asset, Check-Out, Check-

In, Audit and Dispose screens. It will also determine the locations available in the From Location field of
the Movwe function.

Destination will determine the locations available in the Move function's To Location field.

By default, All sites are allowed.

1. To set the source and destination sites, from the Main screen, click Administration > Set
Default Working Site. The Select Site screen appears:

r

Select Site 77
Source; <all» -
Deskination: <all -

Help ok Cancel

2. Make your selections from the drop down lists. All sites you have entered into the database will
appear in the list.

3. Click OK when you have made your selections.

10.3 Database Management
10.3.1 Backup

The Backup procedure is performed on the Database Manager. .

When the Backup Database button on Rosistem Assets is selected the following screen appears:
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10.3.2

10.4
10.4.1

Backup Datahase L

Backup File:

RoszigtemDE Apr 18 2012 1019.6kp -

Help Ok LCancel

Restore

The Restore procedure is performed on the Database Manager.

You can quickly restore a previously backed-up database using the Restore function in the Database
Manager. This is useful if something happens to corrupt your database. You can easily restore your
last backed up database. This is why it is important to regularly backup your database.

When the Restore Database button on Rosistem Assets is selected the following screen appears:

Restore Database L

Restore From File:

RoszigtemDE ian. 03 2012 0952 bkp -

Help k. LCancel

d} This operation will erase all the data currently in your database and replace it with the data in the
backup including all Assets, Customers and Users. If there is any chance you will want to recover
transactions that have been entered since the Backup was done, you might want to do a fresh Backup
to a different file name right before restoring an older backup file, if possible.

Security

Managing Groups

User security in Rosistem Assets is set up by Group. A Group is a collection of security settings that
one or more users share. You will need to create your Groups first, then add users and assign them to
Groups. Before setting up your groups, take some time to think about the types of employees you have,
who will need access to the software and what features/functions they will need to use in the software.
You will want to create a Group for each different type of user you may have. You may need a Group for
Managers, who have access to all Sites, Reports, Auditing, etc. Another group might be Supervisors
who only need access to Reports and basic functions such as check in/out, but don't need access to
Auditing. A third Group may be comprised of warehouse workers who need access to the mobile
devices, but don't need to be able to log on to the PC.

For example, your company may have 5 supenisors who all need access to the same functions in the
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software. Instead of setting up each user and assigning these functions individually, you will enter the
basic user information, then assign that user to a Group. The security access is then automatically
assigned to the user based on the Group settings.

Keep in mind that changes you make to a Group, such as assigning new security privileges, will affect
all users assigned to that Group.

You can give a group access to all companies or you can give select members of the group access to a
company. Remember that all members assigned to the Group in the Active Directory will have the rights
assigned them in the matching Rosistem Assets Group. If there are some people listed in the Active
Directory group that you do not want to have the same rights, you will need to edit the Group in the
Active Directory or create Groups and Users manually in Rosistem Assets. Creating the Groups and
Users manually means you will lose the ease of auto created user accounts.

The topics cowered in this section are:

Group Security Roles Screen Overview

Adding a Group

Duplicating a Group

Deleting a Group

Viewing the User List

Group Security Roles Screen Overview:
1. From the Main screen, click Administration > Security > Group Manager.

The Group Security Roles screen appears:
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Group Manager

[ X E

Add Group  Duplicate  Delete  User List

[ Admin Group [ Current Active Users | GrOUp Settings:

Group Mame Admin Group

Description Administrative Group With all Rights

Security privileges for the selected group:

| - LCancel |

Sites that the selected group can access:

Adrminiztration Privilege

Allow PC Login

Allov web Access

Approve Reservation Request
Backup and Restare
Calculate Depreciation
Change Compary Information
Check In

Check Out

Delete

Dispose an Asset

Edit

Edit Labelz

|reventary

Maintenance

Make Aszet Reservation
Miove

Mew

Pocket PC

Process Mobile Device Data

Repoarts

| Select &l | | Select Mone

[4] M b

Help

Main Site

& 1

[#] User can access all current and future sites,

Select &l | | Select Mone

Lloze

This screen lists any Groups that you have previously created, plus the default Admin group. Note
that Admin has access to all features/functions and to all Sites.

You can view the Security Privileges and Site Privileges of a Group by selecting that Group in

the list.

From this screen you can Add a Group, Duplicate a Group, Delete a Group or View_the User

List

Adding a Group:

1. Click the Add a Group button on the toolbar. The Group Security Roles screen appears with a
new entry in the Group List and the privileges fields appear blank as shown below:
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Group Manager

w [ X B

Add Group Duplicate  Delete  User List

| Adnin Group [ current Active Users: 11 | [+ Group Settngs!

Group Marne Admin Group
Description Administrative Group With All Rights |
Security privileges for the selected group: Sites that the selected group can access:

Site

I

w

ser can access all curvent and future sites,

| | Select None

|4 I 1l [ »! |

Help LCloze

2. Enter a Group Name and a Description for this group.

3. Now you can select the features to which the users assigned to this Group will have access.
Select the checkbox next to the features you want to add to this Group. You can select individual
features or choose the Select All button to select all features in the list. Click Select None to
prevent this Group from having access to any features in Rosistem Assets.

4. Next you can select the Sites to which this Group will have access. You hawve two options in this
section. You can select one or more Sites using the checkboxes. This gives the Group
permission to access those Sites, and also allows you to select or deselect Sites on a per user
basis (on the Add New User screen). You can select individual Sites or choose the Select All
button to select all Sites in the list. Click Select None to prevent this Group from having access
to any Sites.

OR

You can select the User can access all current and future sites checkbox. This disables the
Sites on this screen and on the individual user's screens. Selecting this option means users in
this Group will have access to all current Sites and any future Sites you may add.

5. When you have finished making your selections, click the Save button.

Duplicating a Group:
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If you want to use most or all of a Group's settings for a new Group, you can create a copy of the Group,
then add a new name and description. To do this:

1. On the Group Security Roles screen, select the Group you want to duplicate, then click the
Duplicate button on the toolbar. The screen appears populated with the selected Group's
settings, but with the Group Name and Description fields blank.

r -
Group Manager

2%

¥ || X B

Add Group | Duplicate | Delete  User List

“Admin Group [ Current Active Users: 1] | @roup Settings:

Group Mame Admin Group

Description Administrative Group With All Rights

Security privieges for the selected group:

ser can access all curvent and future sites,

| [ il

| | Select None

Help LCloze
L

2. Enter a new Group Name and Description, then select to which sites this user will have access.
You can also modify any feature or Site privileges as needed.

3. Click the Save button when you are done making changes. The new Group will be added to the
list.

Deleting a Group:
Note: Groups with users assigned to them cannot be deleted.

1. On the Group Security Roles screen, select the Group you want to delete, then click the Delete
button on the toolbar. The confirmation screen shown below appears:
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Group 5ecunty

Are pou sure that you want to delete the zelected zecurnity group?

Yes Mo

2. Click OK on the confirmation screen. The Group will disappear from the list.

Viewing the User List:
1. On the Group Security Roles screen, click the User List button. The User List will appear.

10.4.2 Managing Users

The Add New User screen allows users assigned to the Admin Group to create new users who will
have access to the system. The Edit User screen allows you to edit users you have already added to
the database. These two screens are identical and function in the same way, so they are both
discussed in this topic..

1. To Add/Edit Users:

To add a user:

1.a.From the Main screen, select Administration > Security > User Management. The User
List appears.

1.b.On the User List, select the New button from the toolbar.

1.c.The Add New User screen appears.

To edit an existing user:
.b.From the Main screen, select Administration > Security > User Manager. The User
List appears. This screen lists all users you have already setup in your system.
.C.Highlight the user you want to edit in the User List, then click the Edit button on the
toolbar.

The example shown below is the Add New User screen. This is identical to the Edit User
screen; however, the Edit User screen will be populated with the information of the user you
selected in the User List.
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Add New User =

First Mame: Security Settings For:
- The information belows are listed for viewing purposes. I you
Last Mame: want ko make a change ta the settings, you may do so from the

List of sites that can access:
Title: [
Department:
Manager:
User Name:
Password:
Email:

Status: Aclive

Group: |Z|

Help Save Llose

2. The fields in bold on this screen are required.

o Enter information in the First Name, Last Name, and User Name fields. These fields are
used for Logging On.

o An initial Password and a Status. The user should change their password using the Change
Password screen upon logging in. The Password field is masked for security reasons.

The Status is usually set to Active, meaning the user will be able to access and use they
system based on his/her security settings. Inactive Users will show the text "Inactive"
next to their names in the User List and will not be able to access the system.

Note on Creating Passwords:

A Password can contain any of the following characters:

0 A - Z(uppercase & lowercase),

o0-9
or any of these special characters: "~ @ #$%*&*()_+-=[1{}I<>7?:;.,

0 You must assign this user to a Group. Groups are setup and managed from Administration
> Security > Manage Groups. Each user must be assigned to a group.

Note that after you chose a Group, the features and functions in Rosistem Assets to which
the user will have access will display in the Security Settings > Privileges section. The
Privileges settings cannot be changed on a per user basis. If you want to customize the
settings for a user (by allowing one supenisor access to reports, while other supenisors do
not have this access, for example), then you will need to create a new Group with the
desired privileges and assign it to that user.

Below is an example of the Security Settings > Privileges section:
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Add New User =
First Mame: Security Settings For:
The information belows are listed for viewing purposes. I you . i
Last Mame: wark to make a change to the settings, you may do so from the  List of sites that can access:
Title: T Main Site
Department: *
Manager: L4
User Name:
Password:
Email:
Status: Aclive ;4
Group: |Z|
Make Asset Reservation
Move
New
Pocket PC
Device Data
vaccess all current and Future sikes
Help Save Llose

In addition, the sites to which this Group has access will appear in the List of sites this
<Group> can access section. You can change the sites as needed by selecting or
deselecting the checkboxes next to the site names. If this group is set to have access to
all sites (set on the Manage_Groups screen), then the User can access all current and
future sites checkbox will be selected and you will not be able to select or deselect sites
from this screen. An example of the Site section with the User can access all current
and future sites checkbox highlighted is displayed below:

Add New User =
First Mame: Security Settings For:
The information belows are listed for viewing purposes. I you 5 5

Last Mame: wark to make a change to the settings, you may do so from the | List of sites that can access:
Title: T Main Site
Department: *
Manager: L4
User Name:
Password:
Email:
Status: Aclive ;4
Group: |Z|

Make Asset Reservation

Move

New

Pocket PC

Device Data
vaccess all current and Future sikes
Help Save Llose

In this example, the User can access all current and future sites checkbox is not
selected so you can select/deselect sites as needed for this user.

0 You may optionally enter information in the Title, Department, Manager, and Email fields.
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3. Click OK when you have finished entering information on this screen.

Note: If you intend to define only one new user other than the default Admin account, we recommend
you set that user up as an Admin as well.

10.4.3 User List Example

The User List, accessed from the Main screen by selecting Administration > Security > Manage
Users. The User List allows you view users you have already setup and to create new or modify
existing users. A user is anyone who is set up to have access to the software. For detailed information

on working with list screens, please see Working_with Lists. For detailed information on adding or
editing users, please see Adding or Editing Users.

User Manager

[
p i y : -T']: 1=
Mewe  Edit  Delete Duplicate | Print Export Group  Hidden
Last Mame | First Mame | Uzer Mame | Group | Title | Department | Email | Manager
ALdmin Uszer Admin Admin Group
e E e i of 1+ A il »
Help

LCloze

10.4.4 Duplicate User Settings

The Duplicate User function allows you to enter new users by copying an existing user's privileges.

1. To access this feature, from the Main screen, select Administration > Security > User
Manager. The User List appears.

2. On the User List, highlight the user you would like to copy, then click the Duplicate button on
the toolbar.
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3. The Add New User screen will appear populated with the Group and associated security
privileges populated.

Add New User B4

Security Settings For:
The information below are lisked For viewing purposes, I you
Last Name: want to make a change ko the settings, you may do so from the

First Name:
List of sites that can access:
Title: -
Department: o
Manager: T
User Hame:

Password:

Email:

Stalus: Active -

Group: |z|

Help Save Lloze

Enter the First Name, Last Name, User Name and Password for the new user. You can
change the Group and Status if needed.

4. Click the Save button when you are finished making changes to this user.

10.4.5 Changing Your Password

The Change Password feature allows you to change your current password.

1. To access this feature from the Main screen, select Administration > Security > Change
Password.

Change Password Z

User Mame: E-Llser Adriir

2ld Passward:

Mew Password:

Confirm Mew Password;

Help (H]; LCancel

2. Enter your old password followed by your new password. Enter your new password again, then
click the OK button to save the changes.
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Password Rules:

&% Passwords are case sensitive.

&% A Password may contain any of the following characters:

A - Z (uppercase & lowercase),
0-9
or any of these special characters: "~ 1@#$% "&*()_+-=[1{}|<>7?:;.,

Note: You can also change your password by going to File > Change Password.

10.4.6 Login as Different User

The Login as Different User function allows the current user to log out and log back in as a different
user.

1. To access this function, from the Main screen click Administration > Security > Login as
Different User. The login screen appears.

2. Enter a different User Name and Password to login as a different user.

10.5 Import/Export Wizard

10.5.1 Import Strategy

Presented in this topic are recommendations for using Import Wizard to import data from a different
application into tables (information you enter into each field in Rosistem Assets is stored in a database
"table" behind the scenes. You can extract this information using the Export Wizard.) in the software
database:

The software database contains 10 tables: Site, Location, Asset Type, Asset, Depreciation Class,
Employee, Customer, Vendor, Manufacturer and Department. The Import Wizard can only transfer
data into one table at a time, so multiple imports must be performed to populate the database.

You may not have external data files from which to import all the information you wish to track in the
software, but importing data which you do have can save a lot of time compared to manually entering
the data for each record.

The software requires that, at a minimum, information must be imported (or manually entered) for
Site, Location, Asset Type and Asset. These four tables are required for all Asset Management
functions (check in, check out, etc).

Data should be imported (or manually entered) in this sequence: Vendor, Manufacturer, Depreciation
Class, Asset Type, Department, Site, Location, Asset, Employee, Customer.

If you want to Calculate_Depreciation for any or all Asset Types, import Depreciation Class data
before importing Asset Type records.

If you want to perform Check-Outs and Check-Ins to employees or customers, import Employee and/
or Customer data.
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e Data for the three remaining tables is optional: Vendor or Manufacturer (this should be imported
prior to importing Asset Type records), Department (this should be imported prior to importing Asset

and/or Employee records).

& The following table lists the pre-requisites for importing data to each table and the functions

supported by the data in each table:

Information that must |Data is Required to

be entered prior to Perform These
importing Functions
Vendor None

Manufacturerf NS

Depreciation

None Calculate Depreciation
Class

Vendor (if desired),
LY Y o T3 Manufacturer (if desired),
Class (if desired)

All Asset Management
Functions

Department el

All Asset Management

None Functions
Location Site (at least one) Al As.set Management
Functions

Class (if desired),

Asset Type, . . All Asset Management
Department (if desired), .
. Functions
Site,
Location

Employee Department (if desired)

Customer None

Data is Optional to

Perform These Functions

Create or Edit Asset Type
Create or Edit Asset Type

Create or Edit Asset Type

Create or Edit Assets and/
or Employees

Check-Out/Check-In
Check-Out/Check-In

%  The database can be populated manually by manually entering each new record rather than

importing the information.

S The Pre-Requisites shown in the table above mandate that information be imported in the following

sequence:
1. Vendor (Optional)
2. Manufacturer (Optional)
3. Depreciation Class (Optional)

d} If you intend to use them, import the Classes above before importing Asset Types!

4. Asset Type (Required for all Asset Management functions)
5. Department (Optional)

6. Site (Required for all Asset Management functions)

7. Location (Required for all Asset Management functions)

(b If you intend to use Department for Assets or Employees, import Departments before Assets,

Employees or Customers!

Import Asset Type, Sites (if more than one) and Locations before importing Assets!

8. Asset (Required for all Asset Management functions)

9. Employee and/or Customer (Required only for Check-Out and Check-In functions)
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“*  Prior to importing information, external data should be organized in .txt or .csv files as
follows:

Each record in a Vendor.csv file requires a column for Vendor Code.

The following columns are optional: Address 1, Address 2, City, Contact Cell No.,
Contact Ext., Contact Fax, Contact Name, Contact Phone, Country, Custom Date 1
(through 5), Custom Number 1 (through 5), Custom Text 1 (through 10), Email, Extension,
Fax, Mail Stop, Name, Notes, Phone, Postal Code, State, and Web Site.

Each record in a Manufacturer.csv file requires a column for Name.

The following columns are optional: Address 1, Address 2, City, Contact Cell No.,
Contact Fax, Contact Name, Contact Phone, Country, Custom Date 1 (through 5),
Custom Number 1 (through 5), Custom Text 1 (through 10), Email, Extension, Fax, Mail
Stop, Notes, Phone, Postal Code, State, and Web Site.

Each record in a Class.csv file requires columns for Name and Depreciation Method.

The following columns are required only when one or more Depreciation Class records will
have a Depreciation Method other than None: Asset Life Years (1 - 99) and Asset Life
Months (1 - 12).

Each record in an AssetType.csv file requires a column for Asset Type and Class if the software
is to Calculate Depreciation for one or more Asset Types.

The following columns are optional: Category, Check-Out Length, Custom Date 1 (through
5), Custom Number 1 (through 5), Custom Text 1 (through 10), Description, Height,
Length, Manufacturer, Model, Notes, Vendor Code, Weight, and Width.

Each record in a Department.csv file requires columns for Department Code and Department
Name.

The following columns are optional: n/a
Each record in a Site.csv file requires a column for Site.

The following columns are optional: Custom Date 1 (through 5), Custom Number 1
(through 5), Custom Text 1 (through 10), Description and Notes.

Each record in a Location.csv file requires columns for Site and Location.

The following columns are optional: Custom Date 1 (through 5), Custom Number 1
(through 5), Custom Text 1 (through 10), Description and Notes.

Each record in a Asset.csv file requires columns for Asset Tag, Asset Type, Site and Location.

The following columns are optional: Additional Info, Category, Check-Out Length, Class,
Condition (Bad, Excellent, Fine, or Good), Custom Date 1 (through 5), Custom Number 1
(through 5), Custom Text 1 (through 10), Department Code, Depreciate Asset (T or F),
Depreciation Begin Date, Manufacturer, Model, Purchase Cost, Purchase Date, Purchase
Order, Salvage Value, Serial No., Warranty Begin Date, Warranty End Date and Warranty
Provider.
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10.5.2

Each record in a Employee.csv file requires a column for Employee No., First Name and Last
Name.

The following columns are optional: Address 1, Address 2, City, Country, Custom Date 1
(through 5), Custom Number 1 (through 5), Custom Text 1 (through 10), Department,
Email, Extension, Mail Stop, Notes, Phone, Phone Type, Postal Code, State and Title.

Each record in a Customer.csv file requires a column for Customer No.

The following columns are optional: Address 1, Address 2, Cell No., City, Company
Name, Country, Custom Date 1 (through 5), Custom Number 1 (through 5), Custom Text 1
(through 10), Date Added, Department, Email, Extension, Fax, Home No., Mail Stop,
Name, Notes, Phone, Postal and State.

&% .csV files are "comma separated values" files, which many database and spreadsheet
applications can create via their "File > Sawe as..." or "File > Export..." functions.

Please refer to the topic Import Wizard for step-by-step instructions on using the Import Wizard.
Import Wizard

The Import Wizard allows you to bring Vendor, Manufacturer, Depreciation Class, Asset Type,
Department, Site, Location, Asset, Customer and Employee data into the tables (Information you enter
into each field in Rosistem Assets is stored in a database "table" behind the scenes. You can extract
this information using the Export Wizard.) in your database from external sources you already possess.
This software does not support direct importation of data from other databases. It imports data from
.CSV or .TXT files only. As this function is in a wizard form, the screens will guide you through each
step of the export process.

What is a .csv file?
This is a type of data format in which each piece of data is separated by a comma. This is a popular
format for transferring data from one application to another, because most database systems are able to

import and export comma-delimited data. When data is represented in comma-delimited format they also
are referred to as comma-separated values, abbreviated CSV.

(D Please study the Import Strategy topic before proceeding.

1. To access the Import Wizard, from the Main screen, select Administration > Import/Export >
Import Wizard. The Import Wizard screen shown below appears:
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28

Impart/E xpart \wizard Impott YWizard
e
® : Impart File:
To table: -
Step 1 of 4
Help [ «Back | MHest > Cancel

It is from this screen that you can start the process of Importing data into Rosistem Assets's
tables.

Example of an Import to the Asset table:

As discussed in the Import Strategy topic, data imported to the Asset table must be preceded by the
creation of Site, Location, and Asset Type data (and, if depreciation is to be calculated for one or more
Asset Types, by creation of Depreciation Class records - which must be done before importing Asset
Type data.)

1. Having previously populated the database with Site, Location, Depreciation Class and Asset Type
data, in that sequence, proceed with importing information to the Asset table.

2. Select an import file for the Asset table by browsing to a .csv or .txt file that contains Asset data
and selecting Asset from the To table dropdown list.

You can only import from a text (.txt or .csvfile).

= i your data normally resides in a different data format, you must first use your database
software's File > Export or File > Save As function to translate the data to a .csv or .txt file.

See the Import Strategy topic.

You must strip out all currency symbols, including (but not limited to) these examples: $, ¢, ¥, £,
§, or 1, if you are about to import them into a numeric field, such as Purchase Cost, Salvage
Value, etc. They are permissible in text fields.

Commas, sometimes used as "thousands" separators, should be removed from numeric fields.
Commas are permissible in text fields only when residing within a pair of double quotes, which will
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cause them to be treated as normal text, not as field delimiters.

s

Wwiizard Impott YWizard

e
" % Irnport File: C:\Manufacturers.csy

To kable: M arufacturer T

Step 1 of 4

Cancel

Help < Back

3. Step 2 of the wizard allows you to specify how you want your information broken up in the export
file. This is called the Field Delimiter. Make your selection from the Field Delimiter drop down
list, then select the checkbox if you want to include field names in the first row of your export file.
Select the First row contains column headings option only if the first record of the file you are
importing does not contain actual data. The software cannot remove subtotals, section headers,
nor any other records within the file that do not match the format of the actual data records.
These must be removed before you attempt the import.

The Preview of data from table grid displays the information using the selected delimiter, as
shown below. If all the data is in one column of the preview pane, you have not selected the right

Delimiter.
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s
it /E wport Wizard Impott YWizard
Step 2: Field Delimiter

" Select a field delimiter, & delimiter is a character used in the file ko separate individual fields,

b . Field delimiter: <Commazx - First row conkains colurn headings

Preview of data From:C:iManufackurers, ooy
Mame Emnail Web Site

Antares

Mofis Cam

CROM EMERGY SRL
Sony

Snell Milcax
EBlackmagic Design
Rycote

Petrol

IT Direct

Step 2 of 4

< Back Cancel

Help

4. Next, the Field Mapping screen appears. This screen allows you to associate columns in your
imported data file with corresponding fields in the table into which you are importing the data.
Depending on the contents of your original database, not every column in your imported data
needs to be mapped to a corresponding field in the software. The object is to bring over at least
the required fields and any others that may be of use.

Note: Your .csvor .txt file may have column headers with names that do not exactly match field
names the way this example data does. By mapping the imported data's columns to each table's
columns, any difference in field names can be accommodated.

Select the appropriate Map To field names by clicking on a field in the Import Data Column,
then selecting from the resulting drop down list, then click Next to continue.
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it /E wport Wizard Impott YWizard
Step 3: Field Mapping

2. Y Map data from the text file to corresponding fields in the destination table.

. ':-" Field Mapping
* p Import Diaka Calurmn Map To: Type
Mame Mame
Email Emnail
» ‘Weh Site wieh Site 2
Ernail =
Fax |:]
b ail Stop
Mame
Motes
Fhane |
| wieh Site |
S 12
Step 3 of 4
Help < Back Mest » Cancel

5. When all the required fields have been mapped correctly, click Finish. A confirmation message
will appear when the file has imported correctly.

Click OK and then Close to exit the Import Wizard.
You can confirm that the data imported correctly by checking the List screens (From the Main

screen, click List Forms > < list screen name>.

10.5.3 Export Wizard

The Export Wizard allows you to create text files containing data from one or more fields within each of
the software's database tables(Information you enter into each field in Rosistem Assets is stored in a
database "table" behind the scenes. You can extract this information using the Export Wizard.). As
this function is in a wizard form, the screens will guide you through each step of the export process.

= Exports can be done from the following tables: Vendor, Manufacturer, Depreciation Class, Asset
Type, Department, Site, Location, Asset, Customer and Employee.

1. To access the Export Wizard, from the Main screen click Administration > Import/Export >
Export Wizard. The Export Wizard screen appears.
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28

Impart/E xpart \wizard Expart Wizard
e |
® ’ To File:
Export kable: =
Step 1 of 4
Help [ «Back | MHest > Cancel

2. Select what type of information you want to export from the Export Table drop down list. In the
example below, Customer is chosen.

You also need to identify the file to which you want to export information. This can be an existing
text file or you can create a text file now. Use the ... button to open a Windows Explorer window
to search for a file. You can only export to a text (.txt or .csvfile).

What is a .csv file?

This is a type of data format, in which each piece of data is separated by a comma. This is a
popular format for transferring data from one application to another, because most database
systems are able to import and export comma-delimited data. When data is represented in

comma-delimited format they also are referred to as comma-separated values, abbreviated CSV.

Click the Next button to continue using the Export Wizard.
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&l
port/E spart YWizard Expart Wizard

Step 2: Export Field Selection

& k hoose the fields to export, The figlds will be exported in the order shown in the <Field Selected = list,
% To file: C:\Manufacturers.csy
Export bable: Manufacturer T
Step 1 of 4
Help | <Back | Mext >

3. The Export Field Selection screen appears next. This screen allows you to select from which
of the table fields you want to pull information. All fields available in the table you selected on the
previous screen appear in the Fields Available box. Highlight a listing, then click the Right
Arrow button to mowe it to the Fields Selected box. You can mowe all fields by clicking the
Double Right Arrow button. This box does support multiple selections so you do not have to
movwe one field at a time.
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28

Export Wizard
| Step 2: Export Field Selection

hoose the fields to export, The figlds will be exported in the order shown in the <Field Selected = list,

Fields available: Fields selecked:
[Hame . ==l

Ermnail 1

‘e Site =

Contact Mame [

|
]

Elj

Custom Date 1 .
Custom Date 2 I
Custom Date 3
Custom Date 4
Custom Diate &
Cugtorm Murnber 1

| Custom Mumber 2

|4

Step 2 of 4

Help <Back [ MNew> || Conce

The data that appears in the fields you mowved to the Fields Selected box appear in the Data
Preview of Table grid.

28

Export Wizard
| Step 2: Export Field Selection

hoose the fields to export, The figlds will be exported in the order shown in the <Field Selected = list,

Fields awailable: Fields selected:

I

| Contact Name Name

Custom Date 1
Custom Date 2
Custom Date 3
Custom Diate 4

Custom Diate 5 £ T

Email
e wieh Site

£ -

Custorn Mumnber 1
Custorn Murnber 2
Custom Murnber 3
Cuztom Mumber 4

| Bustam Mumber 5

|4

Step 2 of 4

Help < Back Mest » Cancel

You can mowe fields out of the Fields Selected box by highlighting a field in the box, then
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clicking the Left Arrow button as shown below.

When you are finished selecting the fields you want to Export, click the Up or Down buttons next
to the Fields Selected box to reorder how the information will appear in your export file.

Click Next to continue.

4. The Destination File Format screen allows you to specify how you want your information broken
up in the export file. This is called the Field Delimiter. Make your selection from the Field
Delimiter drop down list, then select the checkbox if you want to include field names in the first
row of your export file.

The Preview of data from table grid displays the information using the selected delimiter, as shown
below:

&l
it /E wport Wizard Expart Wizard

Step 3: Destination File Format

%ﬁ Select a delimiter to separate the fields in the export file, A delimiter is a character used in the file to
% Field defimiter: <Commazx - Include field names on Firsk row,

Preview of data from table:Manufacturer

Marne, Email,\Web Site
Antares,,
Mofis Com,,
CROM EMERGY SRL,,
Sanyy,
Snell wilcox,,
Blackmagic Design,
Rycote,
Petral,,
IT Direct,,
Manfrotta,,

Step 3 of 4
If the file name you specified in Step 1 uses the extension .CSV, you must specify <Comma> as

your field delimiter (this is the default).

If you specified a file name with the extension of .TXT in Step 1, you may use any of the field
delimiters available in the drop list (as long as the chosen character does not occur within the
data itself.)

The available options are shown below:
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e
Irpirt/E wpart \wéizard Export Wizard

Step 3: Destination File Format

1_- 2 | Select a delimiter ko separate the Fields in the export file, & delimiter is a character used in the file to
we
% Field delimiter: kCommas - Include field names on firsk row,
Preview of data from § <Mone>
: <Spacer
Marne, Email, Wweb 5
<Tabe
.C\nt‘.ares,J <Comma
Mafis Com,,
croM ENERGY sRL,| <DEsh
Sony,, <5lazhe
Snell Mwilcax,, <Semi Colon>
Blackmagic Design,, L________+e-ueis E
Rycake,,
Petral,,
IT Direct,,
Manfratta,,
Step 3of 4
Help < Back Finish LCancel

5. Click the Finish button to Export your selection.. A confirmation message will appear when the
export is completed successfully.

You can confirm the export by opening and reviewing the .csv or .txt file you specified in Step
1.

10.6 Options

10.6.1 Asset Options
10.6.1.1 Allow Duplicate Serial Numbers

The software allows you to have two assets that have the same Asset Type to also havwe the same
serial number. This option is disabled, or turned off, by default. This option covers the possibility that a
generic Asset Type that is not make- and model-specific might have to support Assets which
coincidentally have the same serial number from two different manufacturers.

You can enable this option by following the instructions below:
1. From the Main screen, click Administration > Options. The Options screen appears.

2. On the Options screen, highlight Allow Duplicate Serial Numbers.
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Options 23
Assek
Allows Duplicate Serial Murnbers _'
Automatic Asset Tags
Automatic Mew

Checkaut Duration Uses Week Days

Allowy duplicate Serial Mumbers within the same Asset Type

Decimal Places

Due Dake On Mext Week Day

Edit Field Mames ves (Check to turn option on)

Edit Inherited Asset Type Data

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location
Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links ok Lancel

3. Enable the option by clicking the Yes check box.

4. Click OK to save the options you've changed and to close the Options screen.

10.6.1.2 Automatic Asset Tags

This option automatically assigns Asset Tags when creating new Assets or duplicating an existing
Asset. When this option is turned on, you will not be able to enter a tag into the Asset Tag field on the
New/Edit Asset screens. The tag will be automatically generated when you click Save or click the
button next to the Asset Tag field on the New/Edit Asset screens.

For information on setting the default tag number the system will begin with when assigning asset tags,
see the section Setting the Automatic Tag Numbers, below. This option is turned off by default.

The following topics are discussed in this section:

Turning on the Automatic Asset Tags Feature

Setting the Automatic Tag Numbers

Turning On the Automatic Asset Tags Feature:|

1. To turn on this feature (it is turned off by default), from the Main screen, click Administration >
Options > Automatic Asset Tags. The Options screen appears.
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2. On the Options screen, highlight Automatic Asset Tags and select the Yes checkbox.

Options

Assek

Allows Duplicate Serial Mumbers

AUbomatic Asset T;ags:

Automatic Mew

Checkaut Duration Uses Week Days

Decimal Places

Due Dake On Mext Week Day

Edit Figld Names

Edit Inherited Asset Type Data

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help

Eix Circular Links

ves (Check to turn option on)

28

Automatically assign asset tags when creating a new or
duplicating an existing asset.

ok Lancel

3. Select the OK button to implement the features you havwe chosen and to close the Options

screen.

Setting the Automatic Asset Tag Numbers:

The Asset Tag values created will be incremented by a value of one, beginning with the largest Asset
Tag value that existed in the database when the option was first enabled. Beginning with an empty
database, the first automatically assigned Asset Tag will be a value of "1000". You can change the first

automatically assigned Asset Tag on the Set Next Tag Value screen.

1. To access this screen from the Main screen, select Administration > Set Next Asset Tag
Number. The Set Next Tag Value screen appears allowing you to select a start number.

Below is an example of the Set Next Tag Value screen.

In this example, assets with values of

1000, 1001 and 1002 were already entered in the system, so the next tag value the system would

use is 1003.

Set Mext Asselt Tag Nun...

Mext Asset Tag Mumber

11406

Help

LCancel

&
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2. Enter the number you want to begin with, then click OK.

10.6.1.3 Automatic New

The Automatic New option enables the system to automatically open the Create New screen when
you enter an asset, site, location, depreciation class, etc. that is not already in the database. For
example, if you are creating a new asset and enter a location in the Location field that does not
currently exist in the database the New Location screen will appear allowing you to finish entering the
new location. This option is off by default.

When this option is turned off, a message appears when a new asset, site, etc. is entered asking if you
want to create the new item. If you select Yes, the New screen appears.

1. To enable this feature, from the Main screen, click Administration > Options.
2. Highlight the Automatic New listing and select the Yes checkbox.

3. Click OK to save your changes.
Options 23
fat=i=l
Allow Duplicate Serial Mumbers
Aukbomatic Asset Tags :
Automatically open the Create Mew screen when vou enter an

| Autarnatic Mew | asset/siteflocation etc. that does not exist, e.g. if you are

Checkaut Duration Lises Week Days creaking a new asset and enter 3 location that is not in the

database, the Mew Location screen will pop up automatically,
Decimal Places

Due Dake On Mext Week Day

Edit Field Mames ‘es (Check to kurn option on)

Edit Inherited Asset Tvpe Data

Last Depreciation Date

Pin Lask Check-In Location

Pin Last Check-0ut Location
Suppark

Allow user o change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Mewer Label Versions

Cloge Mew Farm

Max Fow Count

Show Warning Messages

SCL Server Backup Location

Help Eixt Circular Links ok LCancel
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10.6.1.4 Checkout Duration Uses Week Days

The Options screen (Administration > Options) allows you to set two options regarding checking out

assets:

Checkout Duration Uses Week Days

Due Date On Next Week Day

Checkout Duration Uses Week Days

When this option is turned on, Rosistem Assets will not consider weekends when calculating the
Checkout Duration. For example, assume you set the Checkout Duration (on the Asset Type > General

tab) to 4 days and turn this option on.

If an asset of this type is checked out on a Thursday, it will be

due back the following Wednesday because the two weekend days are not considered in the
calculation. if the option is turned off and the asset is checked out on a Thursday, it will be due back
the following Monday.

You can enable this option by following the instructions below:

1. From the Main screen, click Administration > Options. The Options screen appears.

2. On the Options screen, highlight Checkout Duration Uses Week Days:

Options

Assek

Allow Duplicate Serial Mumbers
Aukomatic Asset Tags

Autornatic Mew

| Checkaut Duration Uses Week Days |

Decimal Places

Due Dake On Mext Week Day
Edit Field Narmes

Edit Inherited Asset Tvpe Data
Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Out Location

Support

Allowe user ko change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Mewer Label versions
Claose Mew Form

MMazx Fow Counk

Show W arning Messages

S0L Server Backup Location

Help Fix Circular Links

‘es {Zheck to turn opkion on)

&l

‘ehen calculating the due date, only week days are counted as

ok LCancel

© 2003-2015, Rosistem



Administration 209

3. Select the Yes checkbox to turn on this option.

Due Date On Next Week Day

When this option is turned on, the due date will always fall on a weekday. For example, if you turn this
option on, if an assets due date would normally fall on a weekend, it is automatically bumped to the
next weekday. So if the due date were to fall on a Saturday, it would be moved to Monday.

You can enable this option by following the instructions below:

1. From the Main screen, click Administration > Options. The Options screen appears.

2. On the Options screen, highlight Due Date on Next Week Day:

Options

3. Select the Yes button to enable the option.

Assek

Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

Checkaut Duration Uses Week Days

Deecimal Places

| Due Date On Mext Week Day |

Edit Figld Names

Edit Inherited Asset Type Data
Last Depreciation Date

PFin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Newer Label Versions
Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links

10.6.1.5 Decimal Places

&3

If the caloulated due date Falls on a weekend, the next week
day will be selected.

ves (Check to turn option on)

ok Lancel

This option allows you to set the number of decimal places to display in numeric fields (where possible).

All values entered in numeric fields are stored in the database with up to 4 decimal places. You may
not want to display all four decimal places on your list screens and reports, so you can designate the

number of decimal places, from 1 to 4, that will display.

The following topics are discussed in this section:
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Setting the Decimal Places Option

Changing the Decimal Places Option

Searching for Data with Truncated Decimal Places

Setting the Decimal Places Option:
1. From the Main screen, click Administration > Options. The Options screen appears.

2. Highlight the Decimal Places option:

Options 23
Assek
Allows Duplicate Serial Mumbers

Automatic Asset Tags

All numbers that can display decimal places will use this number
to determine how many decimal places bo display, Walid YALUES
Checkaut Duration Uses Week Days 0.4

Automatic Mew

Decimal Places |

Due Dake On Mext Week Day

Edit Field Names 2

Edit Inherited Asset Type Data

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location
Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links ok Lancel

3. In the text field, enter the number of decimal places you want to display. You can enter 0 through
4. The default setting is 2 decimal places.

4. Click the OK button when you are done entering information.

Changing the Decimal Place Option:

If you change the number of allowed decimal places to a great number (1 to 4, for example) any digits
stored prior to the change will display with trailing zeros. For example, if a value of 25.5 was stored
when the Decimal Places option was set to 1, it will be displayed as 25.500 if the Decimal Places
option is later set to 3.

If you change the number of allowed decimal places to a lesser number (4 to 1, for example) any digits
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stored prior to the change will be rounded. For example, if a value of 25.5 was stored when Decimal
Places was set to 1, it will be displayed as 26 if Decimal places is later set to 0. (Values rounded for
display at the currently specified number of Decimal Places will retain their original number of decimal
places as stored in the database.)

Searching for Data with Truncated Decimal Places:

Keep in mind that your numbers are stored with up to four decimal places. If you set the Decimal Place
option to 1, but your numbers contain 4 decimal places, it will be helpful to search using all the decimal
places. For example, if you are searching for the numbers: 4.123, 4.134, 4.148 but the Decimal Places
option is set to one decimal place showing, the Asset List will displays these numbers as 4.1, 4.1, 4.1.
If you are attempting to use the Find feature to search for a specific number, you can type in all decimal
places, 4.123, for example to make your search easier. However, when they go into the Find, they will
be able to see all the decimal places.

10.6.1.6 Due Date on Next Week Day

The Options screen (Administration > Options) allows you to set two options regarding checking out
assets:

Checkout Duration Uses Week Days

Due Date On Next Week Day

Checkout Duration Uses Week Days

When this option is turned on, Rosistem Assets will not consider weekends when calculating the
Checkout Duration. For example, assume you set the Checkout Duration (on the Asset Type > General
tab) to 4 days and turn this option on. If an asset of this type is checked out on a Thursday, it will be
due back the following Wednesday because the two weekend days are not considered in the
calculation. if the option is turned off and the asset is checked out on a Thursday, it will be due back
the following Monday.

You can enable this option by following the instructions below:
1. From the Main screen, click Administration > Options. The Options screen appears.

2. On the Options screen, highlight Checkout Duration Uses Week Days:
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Options

Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

| Checkout Duration Uses Week Days |

Deecimal Places

Due Dake On Mext Week Day

Edit Figld Names

Edit Inherited Asset Type Data

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location
Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links

3. Select the Yes checkbox to turn on this option.

Due Date On Next Week Day

You can enable this option by following the instructions below:

&3

wehen calculating the due date, only week days are counted as

checked out days.

ves (Check to turn option on)

2. On the Options screen, highlight Due Date on Next Week Day:

ok Lancel

When this option is turned on, the due date will always fall on a weekday. For example, if you turn this
option on, if an assets due date would normally fall on a weekend, it is automatically bumped to the
next weekday. So if the due date were to fall on a Saturday, it would be moved to Monday.

1. From the Main screen, click Administration > Options. The Options screen appears.
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Options

3. Select the Yes button to enable the option.

Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

Checkaut Duration Uses Week Days

Deecimal Places

| Due Date On Mext Week Day |
Edit Figld Names

Edit Inherited Asset Type Data
Last Depreciation Date
Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Newer Label Versions
Close Mew Farm

Mazx Row Counk

Show Warning Messages
5L Server Backup Location

Help Eix Circular Links

10.6.1.7 Edit Field Names

This feature allows users setup with Administrative Privileges in Security to change the names of

certain fields and functions in the software. This topic covers how to turn this feature on.

&3

If the caloulated due date Falls on a weekend, the next week
day will be selected.

ves (Check to turn option on)

ok Lancel

information on how_to change field names once the option is active, see the Customize Field

Names topic.

1. To turn on this feature, from the Main screen click Administration > Options. The Options

screen appears.

2. Highlight Edit Field Names in the list and make sure the Yes checkbox is selected.
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Options 2
Asset
Allow Duplicate Serial Mumbers
Aukbomatic Asset Tags
Alomatic hisw Allaws administrators to contraol field name editing.
Checkout Duration Uses Week Dawvs
Decimal Places
Due Dake On Mext Week Day
['Edit Field Mames ‘es (Check to kurn option on)
Edit Inherited Asset Type Data
Last Depreciation Date
Fin Lask Check-In Location
Pin Last Check-Cut Location
Suppork
Allow user o change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Mewer Label Versions
Close Mew Form
M Fow Count
Show Warning Messages
3L Server Backup Location

Help Fix Circular Links Ok LCancel

10.6.1.8 Edit Inherited Asset Type Data

This option allows you to edit the Asset Type information on the New Asset/Edit Asset - General Tab.
When you create a new Asset and select an Asset Type, you will be asked if you want to incorporate
data from that Asset Type (manufacturer, check out length, lead time, etc.). For more information on
incorporating data from the Asset Type into a new Asset, please refer to the topic Creating_ a New
Asset.

This option is enabled by default.

To Disable the Edit Inherited Asset Type Data Option:
1. From the Main screen, select Administration > Options. The Options screen appears.

2. On the Options screen, highlight the Edit Inherited Asset Type Data option.
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Options 23
Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Aukomatic Mew Turn this option off to prevent the data on the asset window
Checkout Duration Lisss Week Days that is inherited from the asset bvpe from being edited.

Decimal Places

Due Dake On Mext Week Day

Edit Field Names ves (Check to turn option on)
e inherted Asset Type Oats |

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links ok Lancel

3. Deselect the Yes checkbox.

4. Click the OK button when you are done making changes.

10.6.1.9 Last Depreciation Date

This option, Last Depreciation Date, allows you to view the last date depreciation was calculated on
your assets. Keep in mind that though you can enter a new date in this field, it will not affect the actual
last deprecation date.
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Options 2

Asset
Allow Duplicate Serial Mumbers
Aukbomatic Asset Tags
Alomatic hisw This is the last date used ko calculate asset depreciation,
Checkout Duration Uses Week Dawvs
Decimal Places
Due Dake On Mext Week Day
Edit Field Mames 02/08/2011 -
Edit Inherited Asset Type Data
Fin Lask Check-In Location
Pin Last Check-Cut Location
Suppork
Allow user o change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Mewer Label Versions
Close Mew Form
M Fow Count
Show Warning Messages

3L Server Backup Location

Help Fix Circular Links Ok LCancel

10.6.1.10 Pin Last Check-In Location

This option, Pin Last Check-In Location, allows you to pin the last check-in location.
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Options 2
Assel
Allaw Duplicate Serial Mumbers
Aukomatic Asset Tags
Automatic Mew
Checkout Duration Uses Week Davs
Decimal Places

Due Dake On Mext Week Day

Pin Last Check-In Location

Edit Field Mames es (Check bo turn option on)
Edit Inheritad Asset Type Data
Last Depreciation Date

[ Fin Last Check-In Location |
Pin Last Check-Out Location

Suppoark

Allaw user o change password
#rchive Processed Mobile Data
Aukomnatic Process Mobile Data
Check For Mewer Label Yersions
Cloge Mew Farm
Maz FRow Count
Show Warning Messages
SCL Server Backup Location

Help Eix Circular Links ak Cancel

10.6.1.11 Pin Last Check-Out Location

This option, Pin Last Check-Out Location, allows you to pin the last check-in location.
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Options
Assel
Allaw Duplicate Serial Mumbers
Aukomatic Asset Tags
Automatic Mew
Checkout Duration Uses Week Davs
Decimal Places
Due Dake On Mext Week Day
Edit Field Mames
Edit Inheritad Asset Type Data

Last Depreciation Date

Fin Last Check-In Location

Suppoark
Allaw user o change password
#rchive Processed Mobile Data
Aukomnatic Process Mobile Data
Check For Mewer Label Yersions
Cloge Mew Farm
Maz FRow Count
Show Warning Messages
SCL Server Backup Location

Help Eix Circular Links

10.6.2 Support Options

10.6.2.1 Allow user to change password

Pin Last Check-Cut Location

es (Check bo turn option on)

28

ak Cancel

This option, Allow user to change password, allows logged user to change password.
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Options 2
Assel
Allaw Duplicate Serial Mumbers
Aukomatic Asset Tags
Automatic Mew
Checkout Duration Uses Week Davs
Decimal Places

Due Dake On Mext Week Day

Allow user to change password

Edit Field Mames es (Check bo turn option on)
Edit Inheritad Asset Type Data
Last Depreciation Date
Pin Lask Check-In Location
Pin Last Check-Out Location
Suppoark

[‘llow user to change password |
#rchive Processed Mobile Data
Aukomnatic Process Mobile Data
Check For Mewer Label Yersions
Cloge Mew Farm
Maz FRow Count
Show Warning Messages
SCL Server Backup Location

Help Eix Circular Links ak Cancel

10.6.2.2 Archiving Processed Mobile Data

The Archive Processed Mobile Data option allows you to set Rosistem Assets to automatically transfer
data received from your mobile devices that was processed more than X number of days ago. This
keeps your database free from unneeded information.

The default setting is data older than 180 days.

To Archive Processed Mobile Data:

1. From the Main screen click Administration > Options. The Options screen appears.

2. On the Options screen, highlight the Archive Processed Mobile Data option:
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Options 23
Assek
Allows Duplicate Serial Mumbers
Autormatic Asset Tags
& Archive processed mobile data older than the number of the
Automatic Mew days listed below, Set this number to 0if vou do not wish bo
Checkat Duration Lisss Week Days archive any processed mobile data. Walid YALUES 90..360.

Recommendsd 150,
Decimal Places

Due Dake On Mext Week Day
Edit Field Names 180
Edit Inherited Asset Type Data
Last Depreciation Date
Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password

| Archive Processed Mobile Data |
Automatic Process Mobile Data
Check For Newer Label Versions
Close Mew Farm

Mazx Row Counk

Show Warning Messages
5L Server Backup Location

Help Eix Circular Links ok Lancel

3. In the text entry field, enter the number of days after which processed mobile data should be
processed. In the example above, we have entered 180 (the default setting). This means that
processed mobile data older than 180 days will be archived.

If you do not want to archive processed mobile data, enter O in this field.

4. Click OK when you are done making changes.

10.6.2.3 Automatic Process Mobile Data

The Automatic Process Mobile Data feature enables the system to automatically launch the Process
Mobile Device Data function following synchronization of mobile devices. This option is turned on
by defaulit.

If the function is turned off, the Process _Mobile Device Data function must be manually accessed
following synchronization of mobile devices. A warning message will appear after synchronization
notifying you that the database has not been updated with the data and transactions downloaded from
the mobile device.

If the function is turned on, all of the transactions performed on the mobile device are processed into the
software's database - there will be no need to manually start Process Mobile Device Data. If for some
reason the system is not able to successfully process all of the transactions, a warning message will
appear and you will need to manually process the data.

To Disable this Option:

1. To access this feature from the Main menu, click Administration > Options. The Options
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2. On the Options screen, highlight Automatic Process Mobile Data and deselect the Yes
checkbox.

Options

Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

Checkaut Duration Uses Week Days

Decimal Places

Due Dake On Mext Week Day

Edit Figld Names

Edit Inherited Asset Type Data

Last Depreciation Date

PFin Last Check-In Location

Pin Last Check-Ouk Location
Suppork

Allow user to change password

Archive Processed Mobile Data

| Automatic Process Mobile Data |

Check For Newer Label Versions
Close Mew Farm

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links

Automatically process data uploaded From mobile devices,

ves (Check to turn option on)

Lancel

3. Click OK to save your changes and close the Options screen. The option is now disabled.

10.6.2.4 Close New Form

&3

The Close New Form function enables the system to automatically close the New screen each time a
new record is created. If the feature is turned on (enabled), after you enter a new item and click OK on
the New screen, the screen will clear of information and remain open allowing you to enter another new

record. If it is turned off (disabled), the New screen will close each time a new record is saved.

This option can only be enabled/disabled by a user set up in the Admin Group in Security. The Close

New Form option is turned ON by defaulit.

1. To enable/disable this feature, from the Main screen click Administration>Options.

2. On the Options screen, highlight the Close New Form listing and select the Yes checkbox to
enable the feature or make sure the checkbox is not selected to disable it.
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Options

Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

Checkaut Duration Uses Week Days

Decimal Places

Due Dake On Mext Week Day

Edit Figld Names

Edit Inherited Asset Type Data

Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location
Suppork

Allow user to change password

Archive Processed Mobile Data

Automatic Process Mobile Data

Check For Newer Label Versions

[ Close bew Form |

Mazx Row Counk

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links

10.6.2.5 Max Row Count

to be lower on the Options screen.
this number to display fewer rows at one time to improve system performance.
longer to retrieve and display 5,000 asset records on the Asset List screen then to display 1,000.
Therefore, you may want to set the maximum to display 1,000.

2. On the Options screen, select Max Row Count.
rows. You can change this to any number between 100 and 1,000. Or, you can enter 0 to display
all rows on the List screen.

ves (Check to turn option on)

&3

Automatically close the Mew form each time a new record is
created or duplicated.

ok Lancel

It might be desirable to turn this option off when first entering data, for speed, then turn it on later
to awoid confusion when using it infrequently.

By default Rosistem Assets displays all records on a List screen. You can change this default number
For example, if you have many records (over 1,000), you can set
It will take your system

1. To change the default number of rows that display, from the Main screen, select Administration
> Options. The Options screen appears.

The default number is 0, which displays all
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Options

Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags

Automatic Mew

Checkaut Duration Uses Week Days

Decimal Places

Due Dake On Mext Week Day
Edit Figld Names

Edit Inherited Asset Type Data
Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password
Archive Processed Mobile Data
Automatic Process Mobile Data

Check For Newer Label Versions
Close Mew Farm
ST

Show Warning Messages

5L Server Backup Location

Help Eix Circular Links

10.6.2.6 Show Warning Messages

&3

This is the maximurm number of rows that will be displayed on
most grids, Set this number to 0 to see all rows, The maximum
can not be less than 100,

ok Lancel

The software allows you to turn off the warning messages that normally appear. For example, if you try
to close a screen with unsaved information, by default a warning message will appear alerting you to
that fact. If you do not wish to see these types of messages, you can turn them off using this function.

1. To turn off the Show Warning Messages option, from the Main screen click Administration >

Options. The Options screen appears.

2. On the Options screen, highlight Show Warning Messages and deselect the Yes checkbox (it
is selected by default). Deselecting the Yes checkbox turns off the warning messages.
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Options 23
Assek
Allows Duplicate Serial Mumbers
Automatic Asset Tags
Automatic Mew

Checkaut Duration Uses Week Days

Show all warning messages.,

Decimal Places

Due Dake On Mext Week Day
Edit Field Mames ves (Check to turn option on)
Edit Inherited Asset Type Data
Last Depreciation Date

Pin Last Check-In Location

Pin Last Check-Ouk Location

Suppork

Allow user to change password
Archive Processed Mobile Data
Automatic Process Mobile Data
Check For Newer Label Versions
Close Mew Farm

Max Row Counk
Show Miatning Messages |

5L Server Backup Location

Help Eix Circular Links ok Lancel

10.6.2.7 SQL Server Backup Location

This feature is found on the Options screen.

This option is useful if you have your database installed on a different PC/Server than where you are
running the software.

Enter an existing directory on the PC/Server where the SQL database is installed (this is where you
installed the database during the initial installation process). Make sure the user who will be performing
the backups (Administration Menu > Backup) has permission to the database.

If a location is not entered, the Microsoft SQL Server backup directory will be used to store backups.
This is where the system will look for backup files when you try to restore the database as well.

If you specify a folder and SQL Server does not have rights to write to that folder, you will receive an
error message and the backup will fail. It is your responsibility to give SQL Server the proper rights to
write the backup in the specified folder.
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Options £

fat= -l
Allow Duplicate Serial Mumbers
Aukbomatic Asset Tags T s :
This is an existing directary on the PCiServer WHERE the SOL
Aukomnatic Mew database is installed in which user has permission to store the
. database backups, By default the Microsoft SQL Server backup
Checkout Duration Uses Week Davs direckary is being used.
Decimal Places

Due Dake On Mext Week Day

Edit Field Marmes

Edit Inherited Asset Type Data

Last Depreciation Date

Fin Last Check-In Location

Pin Last Check-0ut Location
Suppoark

Allow user to change password

#archive Processed Mobile Data

Aukomatic Process Mobile Data

Check For Mewer Label Versions

Close Mesw Form

M Row Count

Show Warning Messages

SOL Server Backup Location |

Help Fix Circular Links ok LCancel

10.7 Customize Names
10.7.1 Resetting All Field Names

The software provides you with the ability to customize the application to fit your business needs. After
you have changed field/function names, you can quickly return all values to their original, or default,
values in one, quick step.

1. To reset all field names to their default values, from the Main screen click Administration >
Customize Names > Reset All Field names. (Only users set up with Administrative
Privileges in Security can perform this function.)

The message shown below will display:

Reset all field names

Do wou want to reget all the figld names to their default values?
Preszs OF torestore default walues or Cancel if you want bo keep the
exizting settings

LCancel
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2. Click OK to restore label default values or Cancel if you want to keep the existing settings.

d} Reset All Field Names is displayed in the Customize Names menu even when the Edit Field
Names option is disabled or the current user lacks administrative privileges. If Reset All Field Names
is selected under these circumstances, the following message will be displayed:

Rosistem Checking BT

The option which allows editing of field names iz set to falze.
! i Pleaze enable it before you edit the figld names.

10.7.2 Customizing Field Names

Customizing Screen/Function Names

When the Edit Field Names option on the Options screen is enabled (accessed from the Main screen
by selecting Administration > Options) a user with setup in the Admin Group in Security can use the
Customize Names feature. This allows you to modify screen/function name of several commonly used
Rosistem Assets screens. The screen names that can be edited are:

Audit

Check-In
Check-Out
Transfer Check-Out
Dispose

Move

You may want to change a function name if your business calls one of the functions something different
than the default value.

Keep in mind that changing a function name on the PC does not change it on the mobile
device. For example, if you rename Audit to Verify in the application the name Audit will be
changed to Verify on the PC, but Audit will still display on the mobile device.

1. To change the name of the Audit, Check-In, Check-Out, Transfer Check-Out, Dispose and/or
Move functions, from the Main screen select Administration > Customize Names. A menu
displaying your options will appear (shown below):
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(o]
(e

Customize Field
Pre Defined values

e Marne: Custom Texk &1:
Toal kip: Enter custaon bext, P Adl
i | values | DeFaulk
Wisible
Required
o || Delete

Set To Default Al

Help oK Lancel

2. Click on the function you want to change. For example, if you want to rename the Move function,
click on Rename Move. A screen similar to the following will appear:

Customize Field »
e Marne:
Pick the Site in which this Location resides. -
[+#] wisible
[#] Required
[#] 5end To Mobile Device
Set To Default
il Ok Cancel

3. Enter the name you want to change the function label to in the New Name field.

4. You can also enter tool tip text in the Tool Tip box. This is an optional field. You might want to
enter Tool Tip text if you want to give special instructions to your users.

The Visible and Required checkboxes do not apply to function names. Functions will always be
visible in your lists; however, the name will be changed to your selection.
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Editing Field Names:

1. Make sure you hawe turned on the Edit Field Names option on the Options screen
(Administration > Options). Any field names that can be edited will appear in recessed boxes
on the screen. For example, on the New Asset screen, the field names that can be edited
appear as shown below:

Mew Asset 22

Asset

Asset Tag: Automatically assigned i Multiple Check-Ouk

hsset Description: | Pinall | =

General Asset Linking  Pickure  Attachments  Maintenance  Conkracts Transaction Histary Cuskom Fields

Site: v || - Asset Type: v (|-
Location: - || Assek Type Description:

Department Code: v || - ManuFacturer: -
Setial Mo Model:

Condition: b| Yendor Mumber: =
Hypetlink: : ._v == |  Checkout Length: 0 days =7 min

Additional Info: - (| = Lead Time: D days 7 in

Depreciation Class:

Cakegory:

Help Print Tag Save Cloze

2. To edit a field, click on the label you want to edit. In the example abowe, if you want to change
the field name Asset Type, click on it. A screen similar to the following appears:
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Customize Field 3

Mew MName:
Locakion:
Tool tip:

Enter the location of the asset, ,

Set To Default

Help ak. Cancel

3. Type in the New Name and an optional Tool tip. Tool Tips provide special instructions to your
users when they hover their mouse owver the field.

4. Some customizable fields do not permit the use of the Visible and Required options - they will
be grayed-out. This is because these fields must be both visible and required for normal
operations. On the customizable fields where these options are available:

De-selecting the Visible option completely removes the field from the forms where it occurs. This
can be used to streamline data input operations by removing the distraction of unused fields.

Selecting the Required option makes data entry mandatory for transactions that use the field
being customized. The Visible option will be grayed-out when the Required option is selected.

5. If you want to send the edited field name to the mobile device, select the Send to Mobile Device
checkbox. The next time you perform a HotSync or Synchronization, the edited name will be
sent.

6. To return the field name/tool tip to the default values, click the Set to Default button.

7. Click the OK button to save your changes. Be aware that you are only changing the field name
for the current screen. Other screens that contain a field with the same label will not be changed.

The Customize Field form can be accessed by clicking on recessed customizable fields that can be
found in the Create New Asset, Create New Depreciation Class, Create New Customer, Create New
Department, Create New Employee, Create New Asset Type , Create New Location, Create New
Manufacturer, Create New Site and Create New Vendor forms, as well as the Edit Asset, Edit
Depreciation_Class, Edit Customer, Edit Department, Edit Employee, Edit Asset Type, Edit Location,
Edit Manufacturer, Edit Site and Edit Vendor screens.

Creating Custom Fields
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Custom fields allow you to define fields in Rosistem Assets to capture information specific to your
needs. For example, if you want to capture a special code called Widget Code for each asset entered
into Rosistem Assets, you can turn on the Edit Field Names function, then create your field on the
Custom Fields tab of the New/Edit Asset screen.

To Create Custom Fields:

1. Make sure the Edit Field Names function is turned on in the Options screen.

2. Open the Custom Fields tab on any screen that contains that tab. When the Edit Field Names
function is turned on, the fields will appear as shown below:

MNew Asset 1259
Asset
Asset Tag: Automatically assigned ] Multiple Check-Ouk
Asset Description: Pin &l | =

General Asset Linking  Picture  Attachments  Maintenance  Contracts  Transaction History Custom Fields

Skrings Mumbers

Custom Texk 1: Custom Mumber 1:
Custom Text 2: Custom Mumnber 2:
Custom Text 3: Cuskam Mumber 3:
Custom Text 4: Custom Mumber ¢:

Custom Text 5! ‘Custam Mumber 5

Custom Texk 6: Dakes

Cuskam Text 7: Cuskom Date 1:

Custom Date 2;
Custom Text &

Custom Date 3:
Custom Text 9

Cuskom Date 4:
Custom Text 100

‘Custom Date 5:

=

Help rint Tag Save Cloge

3. Click in the field for which you want to create custom data. Your options differ depending on what
type of custom field you are creating (Text, Number or Date).

Custom Text Fields: If you are creating a Custom Text Field, the screen shown below
appears:
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Customize Field FX
Mew Marne: Custom Text 821] Pre Defined Walues
Tool tip: Enter custom bext. Add
: Yalues | Defaule '_
Wisible
Required
Send To Mabile Device || Delete
Set To Default [E] allcw Cinly These Yalues
Help Q. Lancel

3.a.Enter a new name for this field in the New Name field.

3.b.You can optionally enter a tool tip in the Tool Tip field. Tool Tips provide special instructions
to your users when they hover their mouse over the field.

3.c.Select if this custom field will be:
§ Visible - Selecting this checkbox makes the custom field visible to all users
§ Required - Selecting this checkbox means the custom field must be completed in order for
the new asset (employee, asset type, etc.) to be saved.
§ Send to Mobile Device - Selecting this checkbox causes the custom field to be included in
the mobile database that is sent to the mobile device. The custom field will appear on the
mobile device.

3.d.Click the Set to Default button to clear your changes and return the field to its default values.
3.e.You can leawe this field as a free-form entry field, or create pre-defined values that will appear

in a drop down list. Enter a value in the Pre-Defined Values section, then click the Add
button. The new value will appear in the list as shown below:
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Customize Field

Iew Mame: Custom Text &2
Tool tipe Enker custom text,
Wisible
Required

Send To Mobile Device
Set Ta Default

Help

You can select to make a field the default field by selecting the Default checkbox.

Pre Defined Yalues

| Yalues | Defaul:
BE
| |B
. C

Allows Only These Yalues

)
L=

Delete

LCancel

means the selected field will appear first in the drop down list. After you enter two or more
values, you can highlight one and use the up and down arrows to mowe it's position in the

list.

Select the Allow Only These Values checkbox to prevent users from enter free form text

in the field.

3.f.Click the OK button when you are done adding information. The information will now appear in

the custom field:
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New Asset ZZ
Asset
Asset Tag: Automatically assigned (i TMulkiple Check-Out
Asset Description: Pinal | =

General Asset Linking  Picture  Attachments  Maintenance  Contracts Transaction History Custom Fields

Skrings Mumbers

Custom Text 1 Cushorn Mumber 1:

Custom Text 2: | = Cushorn Mumber 2:
A

Custom Text 3: Cushorn Mumber 3t
B

Custom Text 4: C Cuskarn Murnber 4:

Custamn Text 5: ‘Cuskam Mumber 5:

Custom Text &: Dates

Custom Text 72 weeeees Cuskomn Date 1:

Cuskomn Date 2
Custom Text &

Cuskom Date 3
Custom Text 9

Custom Date +:
Custom Text 10

‘Custom Date 5

Help Prink Tag Save Lloze

Custom Number or Date Field: If you are creating a custom number or custom date field, the
screen shown below appears:

Customize Field T

Mew Name:
Custom &Mumber 13
Tool kip:

Enter a cuskaor number, -

Yisible
Reguired
Send To Mobile Device

Set To Default

Help ok LCancel

.a. Enter a name for the custom field in the New Name field.

.b.You can optionally enter a tool tip in the Tool Tip field. Tool Tips provide special
instructions to your users when they hover their mouse ower the field.
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.c.Select if this custom field will be:

- Visible - Selecting this checkbox makes the custom field visible to all users
Required - Selecting this checkbox means the custom field must be completed in
order for the new asset (employee, asset type, etc.) to be sawed.

Send to Mobile Device - Selecting this checkbox causes the custom field to be
included in the mobile database that is sent to the mobile device. The custom field
will appear on the mobile device.

Click OK when you are done entering information.

Below is an example of a Custom Number field:

Mumbers

Cuskomn Murmber 1 100

The user can enter a number in the free form field. Custom Number fields will accept
values ranging from -999999999999999.9999 to 999999999999999.9999.

Below is an example of a Custom Date field:

Dates

Zuskom Qaté 1 04410206 -

The user can select the Down Arrow icon to choose a date. Custom Dates will be
displayed in the same format as found elsewhere in the product.

4. Repeat these steps until you have created the needed number of custom fields.

Restoring Function/Field Names to the Default:

You can quickly restore all function/field names to their default values by selecting Administration >
Customize Names > Reset All Defaults.

10.8 Setting Next Asset Tag Numbers

The Asset Tag values created will be incremented by a value of one, beginning with the largest Asset
Tag value that existed in the database when the option was first enabled. Beginning with an empty
database, the first automatically assigned Asset Tag will be a value of "1000". You can change the first
automatically assigned Asset Tag on the Set Next Tag Value screen.

Note: You must have the Use_Automatic Asset Tags feature enabled on the Options screen to use
this feature.

1. To access this screen from the Main screen, select Administration > Set Next Asset Tag
Number. The Set Next Tag Value screen appears allowing you to select a start number. Below
is an example of the Set Next Tag Value screen. In this example, assets with values of 1000,
1001 and 1002 were already entered in the system, so the next tag value the system would use is
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10083.

Set Mext Asset Tag Nun... X

Mext fsset Tag Mumber
11406 2

Help aF. LCancel

2. Enter the number you want to begin with, then click OK.

235
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11 Barcode Labels

11.1 Using the Labels Menu

The software allows you to select from sewveral pre-built labels that can be printed the list screens or
edited from the Labels menu. You can also create your own unique labels from the Labels menu.

The following topics are covered in this section:

Editing Labels

Creating Custom Labels

Editing Labels:

1. To edit labels, from the Main screen, click Labels. A list of available labels will appear.

Rosistem Assets

a v @

o 2R

o

@

Logout Options Aleits Eonieits About
=]
&bt Management ﬂ Asset Tag
-
)
L Hew -:) Location Label
ﬂ b obility
3 Employes Badge
= Feports a
fs Barcode Label Designer
Labels
& dministration
= List Forms
Admin [Uzer Admin] D atabasze Company: Default

2. Click on the label you would like to edit. Rosistem Labeler will open with the selected label
displayed. You can make changes as needed. Please see the Rosistem Labeler online help for
detailed instructions on editing labels. To access the help, select Help > Contents from the
Rosistem Labeler toolbar.

Creating Custom Labels:

1. To create custom labels, from the Main screen, click Labels. A list of available labels will
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appear.

2. Run Labeler.exe from the installation directory to open Rosistem Barcode Label Designer

without opening an existing label file.

3. Create your label as desired. Please see the Rosistem Barcode Label Designer help for detailed

instructions on creating labels.

Rosistem Reports - Untitled.rpx

File  Edit  Miew Insert  Report  Data

—I“J =T . -

D B -

BTl

[Data: Dakalisk

r A

[Datalist.asset_description]

-
.|

[Datalizt aszet tag]

K
A
(=]
S AL
iy
i3]

[Z] Code J Pagel

Actions -

[~ | Data Sources
¥-{0 Syskem Varisbles
“oE Totals

----- [[1-_:] Parameters
- fe Functions

dl Data :.;' Report Tree || 24 Properties

Pagel

BT e o

&

11.2

Printing Barcode Labels from the List Screens

Rosistem Assets allows you to print labels and asset tags directly from the List screens. The following

List screens hawve label printing functionality:
Asset List - Print Asset Tags

Employee List - Print Employee Badges
Location List - Print Location Labels

To Print Tags/Labels/Badges:

1. With the desired List screen open (Asset, Employee or Location), highlight the listing you want to

print.
clicking on listings.

2. Click the Print Tags/Labels button on the toolbar.

You can select multiple listings by holding down the Ctrl key on your keyboard while
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|m|m|

The following screen appears:

-

Report Viewer - (=) %
D ipPrint [Export - | [ ContentMap L Find.? | [ Barcode Label Setup @ Waterrark [ Edit Barcode Label | & Refresh |
Lacation 1
Location 1
Location 1
Page 1 of 1

11.3 Barcode Label List

To access the Barcode Label List screen, from the Main menu, click Labels > Barcode Label

Designer.
Rosistem Assets o 2R
D @ © | O
Logout DOptions alolts Lanieits About
d‘?‘h I anagement g Aszzet Tag
O New (B Location Label
g I obiliy
g Employee Badge
E Reports
F% Barcode Label Designer
() | hels
'ﬁ' Administration
List Forms

Admin [U zer Admin]

Database Company: Default |

The Barcode Labels List screen shown below will appear:
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Barcode Labels Liskt aL

. Azzet Tag
Location Label
Ermployes Badoe

Help ok Cancel

Select the barcode label from the list and click OK to open it in the Barcode Label Designer.
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11.4 Barcode Label Designer

-

Rosistern Reports - Untitled.rpx

File  Edit  “ew Insert Report  Data

[ata: Dakalisk

r A

[Datalist.asset_description]

K

A

m -

= T
&

[Datalist.azset tagl

Actions + o

[#-|1| Data Sources
Elm System Yariables
----- % Totals

----- [[;] Parameters
[~ fe Functions

i3
(11

[

vl

. |[= Eode " _| Pagel | |4 Data | {2 Report Tree =_,-- Properties |
Pagel ' _
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12

12.1

Reports

Reports Viewer

The Report Viewer presents reports in an interactive environment that permits keyword searches,
printing and export to Adobe Acrobat Reader (.pdf), Microsoft Excel (.xls), Microsoft Excel 2007 or later
(-xIsx), Rich Text Format (.rtf), HTML (.html), Microsoft PowerPoint 2007 or later (.pptx), OpenOffice
Calc (.ods), CSV file (.csv) or Image files.

=

Report Viewer - Asset Types Report

< Print

|5 Export vl [l Content Map 4 Find...7 [g

Ass
Lt

Hamb

PDF file { pdf)

Excel file {xls)

Excel file (2007 or later) {xlad)
RTF file (rf)

HTRAL file { hteml)

Page Setup (38 Watermark [ Edit Report | 2 Refresh # Filter Data

ton Clan

Manufacturar

=2 ®

=

SUppllar

PowverPoint file (2007 ar later) (pptd
OpenOffice Calc file (ods)
CS file (osd

Image file

1. Reports are accessed from the Main screen by clicking the Reports icon. A list of all reports will

appear.

2. Click on the desired report. The report will open in the Report Viewer.
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Report Viewer - Asset Types Report = b4

D ihPrint [QExport + | [E] ContentMap |4 Find.? [g) Page Setup (3D \raterrnark Edit Report | @ Refresh | #7 Filter Data

Asset Types Report
AnatTips Do aeription Dupraciation Clan Manufacturer SUppllar
Tupe 1 Descrkr 1 - '

ype 2 Degc 2

Wamber of reconds = 2

Page lof 1

The Report Viewer Tool Bar (shown below) provides a variety of functions. These are described
below.
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Report Viewer - Asset Types Report = 4

SHPrint  [gEport + | [E] ContertMap | 4 Find..? [ Page Setup @ “iaterrnark (2] Edit Report | &2 Refresh | 40 Filter Data

Aszet Types Report
Anat Tops v perption Dwpreclation Clann Manufacturer Suppllsr
Toge 1 Descrkre 1

g 2 Desc 2

Namber of reconds = 2

Page 1 of 1

First Page takes you to the beginning of the report.

Previous Page

Next Page

Last Page takes you to the end of the report.

Print launches the Print form.

Refresh updates the report with current data.

Export allows you to save the report as your choice of any of the following formats: Adobe Acrobat
Reader (.pdf), Microsoft Excel (.xls), Microsoft Excel 2007 or later (.xIsx), Rich Text Format (.rtf),
HTML (.html), Microsoft PowerPoint 2007 or later (.pptx), OpenOffice Calc (.ods), CSV file (.csv) or

Image file.

Filter opens the Report Filter Setup form.

Content Map opens the report map panel.
Find - finds the text in the current report using the "Find Text" dialog.

Page Setup edits the page settings.
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¢ Watermark edits the watermark.

¢ Edit Report edits the current page in the designer.
e Zoom Whole Page zooms to fit the whole page.
e Zoom Page Width zooms to fit the page width.

e Zoom In.

e Zoom Out.

= Depending on the number of transactions in your database, the Report you have selected, and the
performance of your PC, Report Viewer can remain blank for quite some time while it access the
database and dynamically builds the Report for display.

12.2 Report Filter

You can filter reports in the software to only display selected information. This allows you to tailor
reports to your specific needs.

1. To filter a report, after you have generated the report, click the Filter Data button on the Report
Viewer's toolbar.

-

Report Viewer - Asset Types Report =] b 4

“h Print L[n_.:.’_]Expor‘t ~ | [F Content bap L Find...? [@ Page Setup (3 Watermark @]EditRepor‘t i Refresh # Filter Data

A screen similar to the following will appear:
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Report Filter Setup: Asset Types Report =
Filker Setup
Field: Aazet Tupe -
Cperator: Iz equal -
Yalue: i
Filter List fdd »>
Do ok Filker this repork
Do niok show this dialog when loading this report
ok LCancel

Help

2. Begin by removing the checkmark from the Do not filter this report checkbox. The fields on the

screen will be enabled.

Make selections from the drop down lists. You can select specific Fields, such as Asset Tag,
Operators, such as equals, less than or greater than, and Value, the information contained in the

fields. Then use the Add>> button to add filters to the Filter List.
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Report Filter Setup: Asset Types Report =
Filker Setup
Field: Aazet Tupe -
Cperator: Iz equal -
Yalue: Twpe 1 i
Filter List fdd »>
asset bype is equal tpe 1
Delete Al
Do ok Filker this repork
Do niok show this dialog when loading this report
ok LCancel

Help

One or more filters can be added before clicking the OK button to return to the Report Viewer
where the data will now be limited by the filters in the Filter List.

d} Once a Filter has been defined for a report, it will remain in effect for subsequent executions of that
report. Each report can retain the last Filter Setup applied. Open the filter dialog and turn off filtering if

you want to see an unfiltered report.

12.3 Report List

To access the Report List screen, from the Main menu, click Reports > Other Reports > Run Report

Designer.
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P
Rosistem Assets

(o

Logout Options

o
bt Management
Mew

14 ability

Reportz

oo

Labels
& Admiristration

B ListFoms

@
Alerts

Contracts

Cugtomers

Employees

Agzet Types

| Locations

Tranzactions

Other Reports

Marufacturers by Mame Report

Wendors by Mame Report

Llzer Secunty Dption R eport

Group Security Repart

Fiun Report Designer

Admin [U zer Admin] Database Company: Default

The Report List screen shown below will appear:

o 2R
r: G - ’
Lontents R
]
[~
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Report List

-

| bssets

i

fzsets by Asset Tag Repork
Assets by Asset Tag Wikh Pickure Repork

| Assets by Category Report

i

Aszets by Assek Type Report
Assets by Location Report

Bssets by Manufacturer Repark
Assets by PO Report

Assets by Vendor Report

Asset Warranby Information Report

Azzet Links Report

Assek Depreciations

Asset Depreciation by Department Repork

Disposed Assets with Depreciation Info Report

Assel Maintenances

-| Maintenance Schedule by fzsek Report

43

Maintenance Schedule by Assigned To Report
Azset Mainkenance Histary by Asset Tag Report

Asset Mainkenance History by Date Report

Trvembme

Help

Select the report from the list and click OK to open it in the Report Designer.

OF.

LCancel

.

|4
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12.4 Report Designer
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13 Mobility

13.1 Setting up an ActiveSync Partnership

This topic described how to connect a new Windows Mobile/CE device to your PC.

1. When Microsoft ActiveSync is first installed and the device is connected to the PC, the New
Partnership dialog will open:

Hew Partnership

Set Up a Partnership

Before you can spnchronize information between pour
mobile device and thiz computer, vou must et up a
partnership between them,

Wwfould vou like to set up a partnership?

(Oh'CH
Set up a partnership zo that | can spnchronize
infarmation bebween my device and thiz computer.

) No

| don't want to synchronize information. Set up my
device as a guest 2o that | can copy or move
infarmation between my device and thiz computer.

2. Select Yes and click the Next > button to proceed.

3. You may be asked to enter a Device nhame. Enter a unique name that starts with a letter and
contains the characters _, A-Z or 0-9. It is useful to match this name to the Rosistem Assets
user name defined in User Management. After you enter the device name, select Next to
proceed.

4. Next you may be asked if you want to synchronize with only this computer. Select Yes and then
the Next button to proceed. It doesn't hurt to select No if you think you may want to connect the
device to a second computer at some time in the future:

5. Next you will be prompted to select the type of information you want to synchronize. You can
select other types of information if you wish, but for the purposes of synchronizing Asset, you
should select:

6. Then click the Next > button to proceed:

© 2003-2015, Rosistem



Mobility| 255

Mew Partnership

Setup Complete

Y'au are now ready o start exchanging information between
wour mobile device and this computer.

|lpon exiting thiz wizard, Microzaft ActiveSync will open and:

[f your device iz a guest, click Explare on the toolbar and
ghart exploring your device,

[f wour device has a partherzhip, synchronization starts,
Pleaze wait until spnchranization iz complete befare using
oL device.

Click. Finizh o exit this wizard.

< Back ]L Finizh ] [ Cancel Help

ActiveSync has successfully established a new partnership with your mobile device.

7. Click Finish to close the New Partnership dialog and initiate the first Synchronization:

€ Microsoft ActiveSync

File Yiew Tools Help

swnc skop
WindowsCE2
Connected

[#————————- ]

=
=

Details

2 I

Explare  Cptions

Infarmation Type Skakus

The screen above can be closed when Synchronization completes.
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% Proceed to the Windows Mobile/CE Device Setup Help topic.

(b If you ever need to Delete a Partnership, see the Deleting Partnerships Help topic.

13.2 Windows Mobile/CE Device Setup

The Windows Mobile/CE Setup tab of the Mobile Device Communication Wizard is the first step in
setting up new mobile devices for use with Rosistem Assets. This function enables the application to
"see" and communicate with the mobile device and sends the Rosistem Assets program to the device.

This function allows you to setup a connection between Rosistem Assets and your mobile device. A
Microsoft ActiveSync Partnership must be established before running Windows Mobile/CE Setup in
Rosistem Assets. This only has to be done once for each Windows Mobile/CEmobile device.

&% All references to Windows Mobile also apply to Windows CE devices. See the Windows_Mobile/

CE Similarity topic.
1. Make sure your mobile device is connected to the PC.
2. In Rosistem Assets, from the Main screen, click Mobility > Windows Mobile/CE > Window

Mobile/CE Setup. The Mobile Device Communication Wizard will appear with the Device
Setup tab displayed.

Mobile Device Communication Wizard oo

Setup Pocket_PC

- A
t‘; O : The program has automatically detected the device attached via ActiveSync, Please finish the rest of the setup options,
I -
Mobile Device Mame: FPocket_PC -
Step1 of 2
Help < Back Meut = LCanecel

Connected Mobile Device: Pocket PC User currently logged oni&dmin

Note: If you open this screen without having your mobile device attached to the computer, a
message will appear alerting you that you must first connect the device to the PC. Click the
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Cancel button on the screen and connect the device to your PC. The device should be turned on.

Your Windows System Tray will contain a green ActiveSync & icon (not gray). This indicates
that your mobile device is properly connected.

3. Select the Mobile Device Name you specified when creating the New_Partnership for this
device.

4. Click Next after you have made your selections on the first tab. A screen similar to the following
will appear:

Mobile Device Communication Wizard o

Install Program

s
i
oy O H The wizard Found that the program has already been installed on the mobile device. IF you think it may not be the latest version, you
sl o can always choose to resend the program to the mobile device. Otherwise, You may now click the Mext button to proceed.

Platfarm, Software Application and Clean...

Program and Clean Database

Program

Install
Step 2 of 2
Help < Back MNest = LCancel

Connected Mobile Device: Pocket PC User currently logged oni&dmin

5. Read the instructions on this screen. If you are setting up the device for the first time or have just
performed a "cold" reboot on the device (meaning all installed programs were deleted and you are
essentially starting with a new device), select Platform, Program and Clean Database, then
click the Install Programs button.

6. You may receive a message similar to the one shown below. If you receive this, click OK to
continue.
Mobile Device Communication ‘Wizard

P o Checking thiz option means the whole mobile database on the device
| will be replaced. This may take a long time. Are pou sure that pou
o want to proceed?

Ha
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Answer Yes when you receive this prompt.

7. One or both of the following messages may appear during the installation process, depending on
the type of device you have:

Sending file ko mobile device, please wait... B2

RosistemMobileSetup.cab

8. (b IMPORTANT: On the mobile device, run Asset (Start > Programs > Rosistem Assets -or-
tap the Rosistem Assets icon on the device's desktop.) When you see the Log Into Rosistem
Assets screen, tap the Exit button. Please do not log on to Rosistem Assets at this point.
(The app only needs to be started momentarily to complete the establishment of an ActiveSync
Partnership.

9. Disconnect and then reconnect the device (by removing the cable from the device and then
reconnecting it), then wait for Synchronization to complete. The device will make a noise when
synchronization is completed.

10.0n the PC, click the green ActiveSync icon in your system tray to open the ActiveSync window.
Select Tools > Options.

11.Make sure the Synchronize mobile device clock upon connecting option is selecting on the
Options screen.

12.Make sure your mobile device's clock is in the right time zone. ( On the mobile device, click
Start > Settings > Control Panel > Date/Time > Time Zone to select the appropriate zone).

13.Click OK, then close the Microsoft ActiveSync screen.

14. When the Rosistem Assets program has been installed on the mobile device, click the Next >
button on the Mobile Communication Wizard > Install Program tab to proceed to the Create
Device_Database function (only if you have populated Rosistem Assets's PC database with
Asset Types, Assets, Sites and Locations) or click the Cancel button (if you are not ready to
transfer a database to the mobile device).

13.3 Create Windows Mobile/CE Database

The Create Mobile Database tab of the Mobile Device Communication Wizard allows you to specify
filter options that determine which database records will be used when the Windows Mobile/CE
Database is actually created and downloaded to the mobile device during the next sync.

(D This should not be used until the Mobile Device Setup tab has been completed at least once for
the mobile device and User ID for which you are about to create a database. See The_Windows
Mobile/CE Data Cycle.
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1. To access this function, from the Main screen select Mobility > Windows Mobile/CE > Create
Windows Mobile/CE Database. The Mobile Device Communication Wizard screen appears
with the Create Mobile Database tab displayed.

Mobile Device Communication Wizard 5%

Create Mobile Database For Pocket_PC

e " This step allows vou to specify filters for a subset of the mobile device data. The Ffilter will then be used to generate the mobile database
O which will be loaded onto the mobile device. The performance of the portable device is improved by sending down anly the data you
4

need For impending tasks.
ey T
= o Specify Filkers:

'y

Asset | Location  Others

Sike <l %
Location <l -
Assek Type: <l %
Cakegary <Al %
Department: <l &

Send Maintenance Schedules To Device
(If unchecked, the mairtenance festure will not be available onthe device)

Mo. of Matching Assets: 1400 Freview

Refresh entire mobile database based on the filker criteria, {Leave this unchecked if vou only want to send updates to the. .

Help < Back Mest = LCancel

Connected Mobile Device: Pocket PC User currently logged onbdmin

2. To create an unfiltered database containing every record for the types listed, click Next > to
proceed. You also have the option to filter the data you send to the mobile device. Notice that
the Create Mobile Database tab is divided into three more tabs: Asset, Location and Others.
These tabs provide options for you to filter your data.

To filter any of the record types listed, make a selection from the Site, Location, Asset Type,
Category and/or Department drop down lists. You can make multiple selections for each record
type. Click the down arrow, then select Multiple Selections to access the List screen for that
record.

The List screen for the record type appears.

Now you can choose one or more Sites from the list by highlighting them and clicking the Select
button. The Create Mobile Database tab will display Multiple Selections in the field if you
choose more than one item from the list.

The number of assets matching your filter criteria will display to the right of the selection fields.
You can preview the assets by clicking the Preview button. The Asset List appears displaying
the filtered assets.

Filtering your data can make the time it takes to transfer data to the mobile device considerably
less.
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Filtering by location on the Location tab is the same as filter by the options on the Asset tab.

All Sites are sent to the mobile device, however you can filter by specific locations.

The filtering options on the Others tab are Customer, Employee, Manufacturer, Vendor and

Department.

When Minimally Required is selected for Departments or Vendors, only those Departments or
Vendors that are associated with the selected Assets are added to the database you are creating

3. Select the Refresh entire mobile database based on the filter criteria checkbox if you want
to send the entire database (assuming you hawe already sent it once).

Maobile Device Communication Wizard 52

Help

Create Mobile Database For Pocket_PC
This skep allows wou to specify filkers For a subset of the mobile device data. The filker will then be used to generate the mobile database
which will be lnaded onto the mobile device. The perfarmance of the partable device is improved by sending down only the data vou
need for impending tasks.

Specify Filkers:

Asset | Location  Others

Sike: <Al -
Lacation <Al N
Asset Type: <Al -
Cakegary <Al o
Department: <Al %

Send Maintenance Schedules To Device
(If unchecked, the maintenance feature will not be availahle on the device)

Mo. of Matching Assets: 1400 Preview

Refresh entire mobile database based on the filker criteria, {Leave this unchecked iF wou only want to send updates to the..

¢ Back | Mest » Lancel

Connected Maohile Device: Pocket PC User currently logged onfdemin

Leaving this option unchecked will send only new and changed records to the PDA - this reduces
the time required to perform the Synchronization (The process of sending the data from your
mobile device back to the PC, and vice-versa, so that data on the handheld and in the database

matches.).

4. When you are satisfied with the filter selections, click Next > to proceed. The following message

will be posted:
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Mobile Device Communication ‘Wieard

will be replaced. This may take a long tme. Are pau sure that pau

6 Checking this option means the whole mobile databagze on the device
1
e want to procesd?

Mo

5. Click Yes to proceed. Otherwise, click No and < Back to return to the filter selection dialog.

6. The following will be displayed when the filter set for creation of the mobile database has been
recorded on the PC:

Mobile Device Communication Wizard 52

Synchronization With Mobile Device

Synchronization completed successfully. You may now click the 'Finish' bukton to exit this wizard or the 'Back! button if you have
additional transactions to receive from another mobile device,

L

=1l

05.06.2012 22:18:14 - Synchronization Completed. -
05.06.2012 22:18: 14 - Rosistem Assets One Step Sync completed successfully!

05.06.2012 22:13:14 - Done sending data ko Pocket_PC
05.06.2012 22:18:14 - Done sending file C:YUsers\ELY AppDataiRoaming|RosistermiRosistem Assetsia_suppliers.mtp

05.06.2012 22:18:14 - Sending file C:\Users\EL\AppDataiRoaming|Rosistem|Rasistem Assets\a_suppliers.mtp... (0 more files
ta go)

05.06,2012 22:13: 14 - Done sending file C:\Users\EUAppDatalRoamingRosiskem|Rosistem Assetsa_departments.mbp

05.06.2012 22:18:14 - Sending file C:\Users\ELNAppDatalRoaming\RosistemRosistem Assetsla_departments.mtp... (1 more
files to go})

05.06.2012 22:18:14 - Done sending file C:YUsers\EU\AppDatalRoaming'Rosiskem\Rosistem Assetsha_linkbrans.mtp

05.06.2012 22:18: 14 - Sending file C:\UsersEIYAppDatalRoaming|RosistemiRosistem Assetsia_linktrans.mtp... (2 more files
to go)

05,06,2012 22:13:14 - Done sending file Ci\Users\EUAppDatal RoamingRosistem|Rosistem Assetsia_customfields, mbp

05.06.2012 22:18:14 - Sending file C:\Users\ELNAppDataiRoaming|Rosisten|Rosistem Assets\a_customfields.mtp.., {3 more
files ta ga)

05.06.2012 22:18: 14 - Done sending file C:\UsershEUAppDatal RoamingRosiskemn|Rosistem Assetsia_maintenancetypes. mtp

05.06.2012 22:18:14 - Sending file C:\Users\ELNAppDatalRoamingiRosistemtRosiskem Assetsla_maintenancebypes.mtp... (4
mare files to ga)

05.06.2012 22:18:14 - Done sending file C:YUsers\EL\AppDatalRoaming!RosiskemiRosistem Assetsha_maintenance_dane. mtp =

NE NE 9M17 3910014 Camdira Fils =4 LmmesA T AmmCimk =N A s raimad Dmimkrsd Dssick s fenabel = mnsimkamamen Anme reke

m

Step1 of 2

< Back Mest Finish

Connected Mobile Device: Pocket PC User currently logged oniddmin

7. Click the Next > button to proceed to the Synchronize Mobile Device dialog.

(b Note that only the filter options have been recorded on the PC at this point. These options remain
in effect for the Device Name specified in Mobile Device Setup for every Synchronization performed
until you create another mobile device database at some time in the future to change the filter criteria.
Mobile device databases are not actually created and downloaded until you synchronize. All
transactions on the mobile device are uploaded to the PC before the mobile device database is
overwritten with a new database.
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13.4 Synchronize Windows Mobile/CE Device

You can Synchronize (The process of sending the data from your mobile device back to the PC, and
vice-versa, so that data on the handheld and in the database matches.) the information on your Window
Mobile/CE device with your PC using this function.

Note: Please be aware that you should NOT try to sync your device via a wireless connection. Though
some devices have Bluetooth capabilities, the sync will not be performed properly over a wireless
connection. You should always connect your mobile device to your PC before synchronization.

d} Synchronize Mobile Device should be used only after Windows Mobile/CE Device Setup and
Create Mobile Database have been completed successfully at least once for the current combination
of User and mobile device.

Rosistem Assets must be running on the Windows Mobile/CE device for synchronization to work
properly. Make sure Rosistem Assets is running on the mobile device before you connect it to the PC.

1. To synchronize, from the Main menu, click Mobility > Windows Mobile/CE > Synchronize
Mobile Device. The Mobile Device Communication Wizard opens with the Synchronize
Mobile Device tab displayed:

Mobile Device Communication Wizard

Create Mobile Database

—g— ; Mobile Database successfully created, Please click the Mext bukton to proceed. ..
@
F £ -
Step 2 of 2
Help < Back LCancel

Connected Mobile Device: Pocket_PC User currently logged onifdmin

Synchronize Mobile Device first uploads any Asset Management transactions that have been
performed on the mobile device (and any new Assets, Asset Types, Locations, Customers, etc.
that have been created on the PDA) since the last Synchronization, then overwrites the mobile
database with a new database, using the filter criteria most recently specified in when you created
the database for the current device.
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2. Click Next > to proceed. A status window will open on the screen. This windows displays the
data transfer information. After the sync, you can review this window if there were any errors
during the sync (the oldest information is at the bottom).

Mobile Device Communication Wizard

Synchronization With Mobile Device

e " Synchronization In Progress, please wait,., Processing data from mobile device:Pocket_PC
L O
- < Re-run filker for the mobile device
05,06,2012 22:20:42 - Re-run filter For the mobile device -

05.06.2012 22:20:42 - Status file shows that there is no data from mobile device to be processed.
05.06.2012 22:20:36 - Looking for mobile data in CtiUsersiELAppDataiRoamingRosistemiRasistem Assets)
05.06.2012 22:20:36 - Processing data from mobile device:Pocket_PC

05.06.2012 22:20:36 - Synchronization In Progress, please wait. ..
05.06,2012 22;20:36 - Done getting data from Pocket_PC
05.06.2012 22:20:36 - File \Program Files\Assets\a_suppliers.mkp not Found
05.06.2012 22:20:36 - Getting filz \Prograrn Files\assetsia_suppliers.mtp... (0 mare files to ga)
05.06.2012 22:20:36 - File \Program Files\Assetsla_departments.mtp not found
05,06,2012 22:20:36 - Getting file \Program Files\Assets\a_departments.mtp... (1 more files to go)
05.06.2012 22;20:36 - File \Program Files\Assetsia_linktrans .mkp not found
05.06.2012 22:20:36 - Getting file \Program FilesiAssets\a_linkkrans.mtp... {2 more files bo go)
05.06.2012 22:20:36 - File \Program FilesiAssetsia_customfields. mtp not Found
05.06.2012 22:20:36 - Getting file \Program Files\assetsia_customfields.mtp... (3 more files to go)
05.06.2012 Z2;20:36 - File \Program Files\Assetsia_maintenancetypes.mtp nok Found
05.06.2012 22:20:36 - Getting file \Program Files\Assets\a_maintenancetypes.mtp... ({4 mare files ta ga)
05.06.2012 22:20:36 - File \Program FilesiAssetsia_maintenance_done.mkp not found
05.06.2012 22:20:36 - Getting file \Program Filesissetsia_maintenance_done.mtp... {5 more files to go)
05.06.2012 22:20:36 - File \Program Files\Assetsla_tran:.mtp not found =

AE O 90475 2%, 0B eabkima file A Memoe sen Eilech fme kel o bemmas ke P8 e Filas ke et

m

Help < Back et | Cancel

Connected Mobile Device: Pocket PC User currently logged onbdmin

During the sync, watch the ActiveSync & icon in your Windows System Tray as it changes

colors and animates before going back to a Connected & status. When it returns to this status,
the Synchronization is complete. Double-click on the ActiveSync icon if you would like to monitor
the Synchronization more closely. ActiveSync will display the following when Synchronized:
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& Microsoft ActiveSync

File Wiew Tools Help

Detalls Expll:ure

Connected

Information Tvpe Skatus

3. Click the Finish button to close the Rosistem Mobile Device Communications Wizard.

- -

Mobile Device Comnunication Wizard 52

Synchronization With Mobile Device

" Synchronization completed successfully, You may now click the 'Finish' bukton o exit this wizard or the 'Back' button if you have
b e additional transackions ko receive from another mobile device,
4
& @
05,06,2012 22:18:14 - Synchronization Completed. -

05.06.2012 22:15:14 - Rosistemn Assets One Step Svnc completed successfully!
05.06,2012 22:18:14 - Done sending data ko Packet _PC
05.06.2012 22:158:14 - Done sending file C:YUsers\ELAppDatalRoaming|R.osisterRosistem Assetsha_suppliers. mkp
05.06.2012 22:15:14 - Sending file C:\Users\ELAppDataiRoaming Rosiskern| Rosistem Assetsla_suppliers.mtp... {0 more files
to ga)
05.06.2012 22:15:14 - Done sending file C:\Users\ELNAppDataiR oaming|RosiskerniRosiskern Assetsha_departments.mtp
05.06,2012 22:18:14 - Sending file C:\Users\ELNAppDataiRoaming) Rosiskem| Rosistem Assetsta_departments.mtp... (1 more
files to gao)
05.06.2012 22:15:14 - Done sending file CtiUsers\EUNAPpDatalRoaningiRaosiskeml Rosiskem Assetsia_linktrans. mtp
05.06.2012 22:18:14 - Sending file C:\Users\EU\AppData\Roaming) Rosistemn|Rosistem Assetsia_linkkrans.mtp... {2 more files
ko go)
05.06.2012 22:18:14 - Done sending File C:\Users\EUAppDatalRoamingRosiskemt Rosistem Assetsha_customfields.mtp
05.06.2012 22:15:14 - Sending file C:\Users\EU\AppDatalRoaming) Rosistem| Rosistem Assetsia_custormfields.mtp... (3 more
files ko ga)
05.06.2012 22:15:14 - Done sending File C:\Users\EU\AppDatalRoamingFosiskem| Rosistem Assets\a_maintenancetypes. mkp
05.06.2012 22:15:14 - Sending file C:\Users\ELNAppDataiRoaming)Rosiskern| Rosistem Assetsta_mainkenancetypes.mkp... (4
more Files ko ga)
05.06.2012 22:15:14 - Done sending file C: 'l,Users'l,EU'l,AppData'l,R0am|ng'|,R05|stem'l,R05|stem Assetsta_mainktenance_done. mtp =

AC A& 2019 3010014 Cemdimem Film A Le s B A mm D=k = T m e D mmio b m e F i miimbem Okt L e e S A e

[

Step 1 of 2

< Back Mewts || Binish

Connected Mobile Device: Pocket PC User currently logged onfdmin

@' The Date and Time on the mobile device will be updated according to the PC's system clock during
Synchronization. If the time is changed on the mobile device prior to performing an Asset Management
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transaction, an incorrect time stamp will be on the transaction when it is uploaded to the PC.

Next, you may have to access the Process Mobile Device screen to add the downloaded data to your
database. If you have the option to automatically process mobile device data turned on in the Options
screen, you will not need to perform this step. Please_see the Automatically Process Mobile Data
help topic for further information.

13.5 Deleting Partnerships

If Partnerships have previously been set up between a Windows Mobile/CE device and two different PC's
(the maximum allowed), a New Partnership cannot be set up without deleting one of the existing
partnerships.

1. To delete a partnership, click the ActiveSync & icon in your Windows System Tray. The
ActiveSync screen appears.

2. On the ActiveSync screen, select File > Delete Partnership. The Delete a Partnership screen
appears.

3. On the Delete a Parntership screen, highlight a partnership and click the Delete button.

Special Note:

There is a unique situation that can sometimes be created by performing a Hard Reset on a Windows
Mobile/CE device. A hard reset of the device does not always reset the device's registry. This makes it
impossible to set up a new partnership, because the device's registry will still show that two
partnerships exist, as shown above.

To manually reset your Windows Mobile/CE device's registry, perform these steps:

. Go to My Computer (on the device)

. Go to Utilities

. Tap the BootMode icon

. Tap Open from the menu

. Hold down the Left Arrow key (under the ESC key) and tap Warm Boot button
. Answer Yes when asked if you want to perform a cold boot.

O h WN -

It will hard reset the device.
When it finishes booting...

7. Go to My Computer

8. Go to Utilities

9. Run Registry Tools by double-tapping it
10.Tap the Reset button

11.Answer Yes when told system will reboot.

When it reboots again, all the registry entries should be cleared to the factory defaults and you
should be able to setup a partnership.
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13.6

Process Mobile Device Data

The Process Mobile Device Data screen allows you to select data for acceptance into the Rosistem
Assets database (on the PC) and to correct errors on data before it is entered into the database. This
data has previously been collected from one or more mobile devices via synchronization.

(b' If the Automatic Process Mobile Device Data option is turned off (Administration > Options >
Automatic Process Mobile Data), the Process Mobile Device Data screen function must be manually
accessed following synchronization of mobile devices. You will always see a message that informs you
that there are unprocessed data and transactions from the mobile device after you sync the device
(Windows Mobile/CE).

(b If the Automatic Process Mobile Device Data option is turned on (Administration > Options >
Automatic Process Mobile Data), you will only have to manually access the Process Mobile Device
Data screen when the system alerts you that there are unprocessed data. Usually, all data will be
entered into the database automatically. If the message does not appear, all data was successfully
entered into the database. You will only receive this message if there were errors on some of the
information that you need to correct.

1. To access this function, from the Main screen, click Mobility > Process Mobile Device Data.
2. Upload Selection is the first screen presented:

& Process Mobile Device Data il - 101 x|

Pending Imparts: Process Mobile Device Data |

Step 1: Pick Data Set

Select the data to process.

|MC35 - 05.12.2010 00:20:50 =l
Type | Quantity |
iTrangachions | 3

Step 1 of 4

Help | < Back Mest > Cancel

|User currently logged on:Admin |

3. Use the Upload Selection screen to select one of the unprocessed sets of data that has been
downloaded from a mobile device. These are named as that shown abowe - with the User ID, date
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and time. Each of these files was created on the PC when a mobile device synchronization was
performed. There may be several files in the list, depending on how many mobile devices you use
and how often you do this step to process accumulated files.

Select the oldest file in the drop down list and process those transactions first.

4. Click Next to continue to the New Records form:

& Pending Additions b =lol =]

Pending Imparts: Process Mobile Device Data |

Step 2: New Records

Accept | Table | Dietailz

Step 2 of 4

Help | < Back | Mest > I Cancel

|User currently logged on:Admin |

5. In this example, the New Records screen lists two new assets created on the mobile device.
You can accept or reject each of them by clicking the checkbox or double-clicking the record
itself to toggle its selection status (between M accepted and O not accepted). If the new data
was created in error, you can also assign an existing value to take its place:

The New Records toolbar has the following functions:
Select all transactions in the list for Acceptance.
g De-Select transactions in the list.

E Assign an existing value instead of creating a new record

6. Click Next > to continue to the Transactions screen. This screen displays all transactions
(moves, check-ins, check-outs, audits)

7. Just as with the New Records screen, mark the transactions you wish to Accept by clicking the

© 2003-2015, Rosistem



268

Rosistem Assets

checkbox or double-clicking the record itself. Here, we have three transactions that have been

Accepted. Each transaction completed on the mobile device is listed. Any 'S' errors or &
warnings are marked and you are allowed to accept or reject transactions or make changes to fix
errors.

The Transactions toolbar has the following functions:
Select all transactions in the list for Acceptance.
g De-select transactions in the list.

g Display Error (or Warning) associated with the highlighted record.

The Error A\ or Warning Ay message associated with the selected transaction will be
displayed. Click Close to return to the Pending Transaction screen.

%% Records that have been previously processed will be marked with an Error Q flag.

2 The Display Error toolbar button will be J grayed-out when no record with an Error
'S' or Warning My symbol is highlighted.

Remember that the Palm cannot transact linked groups of asset as a whole, ewven if the Transact
as Whole flag is selected for the parent asset. These types of transactions (mowes, check-ins,
check-outs, etc.) will appear on the Transactions tab with a warning icon. Click on the
transaction and select the Error button to view the error message. You can go to the Edit screen
of the parent asset on the PC and deselect the Transact as Whole checkbox, then return to this
screen and proceed with processing the data if you do not wish to transact this group as a whole.
If you do wish to continue processing the transaction for the entire group of linked assets, click
Next on the Transactions screen to proceed. For more information on the Transact as Whole
flag, please refer to the Palm PDA Add New topic.

Edit Transactions allows you to make changes to the values specified at the mobile
device.

%% Click OK to saw any changes or Cancel to return to the Pending Transactions
screen without saving changes.

. Click Next > after you have selected which transactions to accept. The system will post the

accepted transactions to the database.

8. Click Finish to close the Process Mobile Device Data screen.
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14

14.1

14.2

Mobile Device

Windows Mobile/CE Similarity

& 5 you are using a Windows CE device, please refer to the Windows Mobile/CE help topics.

Rosistem Assets functions identically on devices using Microsoft's Windows Mobile or Windows CE
(Compact Edition) Operating Systems. There is one cosmetic difference to note: The Menu Bar is
located at the top of the screen on Windows CE devices. Many of the images shown in this Help file
were taken from an emulation of running on a Windows Mobile device, where the Menu Bar is located at
the bottom of the screen.

Windows Mobile/CE Data Cycle

A Summary of the Mobile Device Data Cycle:

1. Device_Setup: Setup Device assigns the Mobile Device name you previously specified when
creating a Microsoft ActiveSync Partnership for the device. A mobile device printer can be
selected during this step, as well.

2. Device_Setup: Install Programs sends the Rosistem Assets program to the device when a
Synchronization is initiated.

3. Create Mobile Database: Specify Filters sets filter criteria for creation of the mobile database.
This allows you to control which records in the PC database will be sent to the device.

4. Create Mobile Database: Created on the PC readies the mobile database on the PC - awaiting
Synchronization.

5. Synchronize Mobile Device

5a. Upload Mobile Device to PC transfers the mobile database to the PC. This is the
first thing that happens, every time you initiate a Synchronization. Asset Management
transactions and any new Assets, Asset Types, Locations, etc. that you have created on
the device since the last Synchronization are uploaded to the PC, but not yet merged with
Asset's PC database.

5b. Automatic Process Mobile Device Data is an option that is turned on as a default.
While the Synchronization is in progress, Asset will attempt to process all the data
transferred from the device, updating the PC database immediately. If any errors occur, a
warning message will instruct you to manually invoke the Process Mobile Device Data
function when the Synchronization completes (Step 6, below). This will allow you to
reconcile unprocessed transactions. (Another Synchronization will then bring the mobile
database up to date.)

5c. Download PC to Mobile Device transfers the Asset database to the device,
sending every record that satisfies the filter criteria last specified in the Create Device
Database function. This is the last thing that happens, every time you initiate a
Synchronization.
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%% If the Automatic Process Mobile Device Data option is turned on, any data
received from the device at the beginning of the Sync and successfully processed
into the PC database, will be included in the download to the mobile database (filter
criteria permitting).

%% If the Automatic Process Mobile Device Data option is turned off, data
received from the device at the beginning of the synchronization will not be included
in a download to the device until it is processed manually via the Process Mobile
Device Data function (Step 6).

6. Manually_Process Mobile Device Data (not necessary if all records were processed
successfully in Step 5b) - The Process Mobile Device Data function can be started manually to
process records into Asset's PC database that were received from the device during
Synchronizations, but which have not yet been processed. (See Steps 5b and 5c, abowe.)
Afterwards, to bring the device up to date, another Synchronization can be done before using it to
perform mobile transactions.

7. Use_Rosistem Assets on the Device - Add_New, Edit, Move, Check-Out, Check-In, Audit,
and Dispose transactions can now be performed on the device.

- Steps 1 and 2 are each done once per device, typically. From then on, steps 3 through 7
might be repeated multiple times. If you have no need to vary the filter criteria specified in Step 3,
daily operations can be supported by cycling through only Steps 5, 6, and 7.

14.3 Windows Mobile/CE Interface

Once Setup has been completed, the device will be ready for conducting asset management
operations:

= Tap the Windows Mobile/CE Rosistem Assets icon or use Start > Programs > Rosistem Assets
to start the application.

When the Rosistem Assets application has finished loading, you will be presented with the Log On
prompt.

Both fields must be supplied with valid values before tapping OK.

(D The User Name field is not case sensitive. The Password field is case sensitive.

¢ Asterisks will be displayed as you type the Password.

¢ Rosistem Assets opens with the following default settings on the PC. These same values will be
valid on the Windows Mobile/CE device if you have not yet created any additional users on the
PC:

e User Name: Admin

e Password: (blank)

¢ The Asset Admin account, or any other account with the Administration Privilege, can use the
Manage_Users screen (on the PC) to add Users and set their privileges, and reset their
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passwords.

Tap OK after entering this information. The Rosistem Assets main menu will be displayed:

_-; Articol nou
Emi Modificare Articol
'*'-i 1 Muta
B Check-Out
ﬁ- Check-In
A\~ Inventar
g Casare
€D Avout

e

¢ References will be made in this document to the Windows Mobile/CE device's built-in bar code
scanner. Not all devices have an integrated bar code scanner and although a scanner can
significantly increase data entry speed and accuracy, it is not required.

e For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.4 Windows Mobile/CE Add New

The Add New Asset transaction is used to create a new Asset.

Adding New Assets:

1. To create a new asset, from the Main menu, tap New Asset. The New Asset screen appears:
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Asset Tag:

Asset Type:

Description:

|
|
|
Site: |
|
|
|
|

Location:

Serial #:

Department;

Condition:

General | Linking | Type |

| || 0K ||Eanl:el

2. Enter the Site, Location, Asset Tag and Asset Type and, optionally, a Serial #, then tap OK to
save the transaction and reset the screen. The Description field will display the description for
the selected Asset Type.

Asset Tag: Asset Tags must be unique across all Sites and Locations. A particular value can
occur only once in the database.

Sites: You must enter an exiting site in the Site field. New Sites cannot be created on the mobile
device. They must be created on the PC prior to creating the Windows Mobile/CE device database.

A Note on Sites: If only one site exists in the Windows Mobile/CE device's database, the Site
field will default to that site. If the database contains multiple sites, the Site field will be blank for
the first transaction after starting Rosistem Assets and all subsequent transactions will default to
the last Site used.

If the Site you need is not in the Windows Mobile/CE device's Asset database, tap Cancel (and
then Close) to exit the New Asset function completely. To add a new Site to the Pocket PC's
database, you will hawve to first create the new site on the PC, then create the database again and
synchronize to update the mobile device's database.

When you select an Asset Type, the following screen will display:

n Asset Fields?

Do you warnt to populate
the asset fields that are in
cormrman with the asset

type with the asset type
yalLies?

Yes ]
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Select Yes to populate fields with information from the Asset Type. For example, if Check Out
Length information is entered for the Asset Type, it will appear on the Type tab.

If you have enabled the Edit_Inherited Asset Type Data option on the Options screen, you can
make changes to the information that is populated from the Asset Type. If this option is not
enabled, these fields will be disabled and you will not be able to make changes.

If you do not want to incorporate information from the Asset Type, other than the Asset Type
number and Description, click No.

= Pinning allows you to lock the value entered in a field for use as a constant in subsequent
iterations of the same transaction. In the following example, values for Site and Location were
selected, then both fields were Pinned by tapping their labels. Note that they now appear in gray
boxes and the i symbol is no longer displayed to the right of the input field.

Azset Tag: |

|ﬂ«559t Type; | |Lapt|:|p Dl

|

|
|Dezu:rir:|ti|:|n: | |d1? laptop |
Site: | 14th Street Offic | i
Location: |5t|:|rage RmE | i
Serial #: | |
Department: | | i
Condition: [Excellert -

IJGeneraI || Linking | Tvpe |

| || 0K ||[:anl:el|

Input for the pinned fields is now locked and multiple Add New Asset transactions can be
performed by supplying only the Asset Tag, Asset Type, and Serial # if necessary. Any input field
can be pinned to suit the data entry task at hand (where permitted).

d} See the Definitions topic for further descriptions of Site, Location, Asset Tag, Asset Type and
Serial Number.

New Locations or Asset Types can be created at will by entering the new value directly on the
screen shown above. A popup will ask if you want to create the new value. Tap Yes to confirm.

Tap No to abort the creation of the new Location or Asset Type. See Creating New Asset Types
later in this topic for further information on adding Asset Types. To create a New Asset, supply the
required Site, Location, Asset Tag and Asset Type values and, optionally, a Serial #,
Department and Condition then tap OK to sawe the transaction and reset the screen. The
Description field is view only because it contains data associated with the specified Asset Type.

3. You can create links to other assets by tapping the Linking button.

Asset Linking, also known as Asset Kitting, allows you to link two or more assets together to form
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one new asset. For example, the asset Mary's Computer may consist of 4 separate assets -
CPU, Keyboard, Mouse and Monitor. These four individual assets are linked together to form one

new asset, Mary's Computer. For_a complete definition of Asset Linking and an example,
please refer to the Definitions topic.

Below is an example of the Linking tab:

Asset Tag:

[ ] Transact &s whale

Parent dsset: | | i
Child Assets:

Azset Tag | Drescription |

| Link || unlink |

General Imcm_g-” Type |

| || Ok ||Eanl:el

The Asset Tag field will display the tag you entered on the General tab.

Click the Transact as Whole checkbox if you want functions (check-in, check-out, mowe,
audit,etc.) to be performed on this group as a whole on the PC.

Parent Asset: If this asset is to be the Parent, or top-level asset, of this group, you can leave the
Parent field blank. If you want to give this asset a parent (for instance, if this asset is a monitor
and you want to link it to the asset Mary's Computer), enter an asset here or click the i button to
search for an asset.

The asset can have a parent assigned to it and be a parent (have child assets assigned to it).

Child Assets: To associate child assets with this asset (the current asset will be the "parent" of
these assets), tap the Link button. A screen similar to the one below will appear:
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&sset Tag | Serial # | Diesc| =
1005 17" N_
4000 0857-812-5... Tali
4001 7814-2571... TE1( |
4002 Tal
4002 Q53-25420i,,. Tol
4005 yided
4007 1D =0
40038 1D =0y
4010 di7 |
4011 di7 I
o W s B | 471

4 | Tl [ [ ¥

| 0K | |Eanl:el |

Highlight an asset and tap Link, or type in a value and tap Find to search for an asset. After you
tap Link, the selected asset will appear on the Linking tab as shown below:

Asset Tag:

[ ] Transact &5 Whale

Parent Asset: | | i
Child Assets:

Azset Tag | Crescription |
4008

| Link || unlink |

General | Linking | Type |

| || Ok ||Eanl:el

In this example, Asset 4008 is child of the current asset.
You can unlink an asset by highlighting it in the Child Assets window and tapping Unlink.

A Note about the Transact as Whole Flag: In the example above, the Transact as whole flag is
checked; therefore, any functions (check-in, check-out, audit, move, etc.) will be performed as a whole
for the group. This flag is driven from the top down, meaning the selection made for the parent asset will
override the selection for a child asset. If you want to move only one asset that is a child of this asset,
you will need to deselect this checkbox. Deselecting it on the Edit Asset > Asset Linking tab for the
child asset (in this case, Asset 2456) will not override the selection made for this asset, and this group
would still be moved as a whole.. Similarly, if the Transact as whole flag was NOT selected on this
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tab, but it IS selected for Asset 234 (the parent of this asset), the group would still be transacted as a
whole because the selections made for the parent of this asset would take precedence. To put it another
way, if you think of these relationships in the vein of child-rearing, one of your children may decide it is
ok to borrow the car, but you as the parent do not think it is ok, and your decision would override that of
the child.

4. You can optionally enter information on the Custom tabs. These tabs allows you to enter custom
text and date/number fields for the asset. To add custom text, highlight a field in the list, then type
in a value. For dates, you can click the down arrow and choose a date from the calendar.

5. To complete the new asset, return to the General tab and tap the OK button.

Searching for Sites, Locations and/or Asset Types:

1. If you want to search for an existing Site, Location, or Asset Type, tap the i symbol to the field
you want to search. A list of Sites, Locations or Asset Types appears from which you can select
a value.

2. Select an Asset Type from the drop down list or enter a value for Asset Type and tap Find to
search for an existing Asset Type. You can enter a partial value and the system will return all
Asset Types that begin with those characters. You can also search for an Asset Type by serial
number. This is useful if your company uses full or partial serial numbers as Asset Tags.

3. Highlight the desired listing, then tap OK to return to the New Asset screen. Click New to create
a new Asset Type.

The Search Asset Type and Search Site screens behave identically to the Search Location screen
with the exception of the New button. You cannot create new sites on the Pocket PC.
Creating a New Asset Type:

You can create a new Asset Type by typing in an unknown value in the Asset Type field or by tapping
New on the Search Asset Type screen. Below is an example of the New Asset Type screen:
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Asset Type ID:

Description:

Depr. Class:

Manufacturer:
Model #:
Wendor:

.0, Duration: I:I Mirites
Lead Time: |:| Mirites

|
|
|
Category: | - |
|
|
|

| ] 4 ||Eanl:el|

The following fields are required on this screen:

1. Asset Type - The asset type is a category for assets. Assets are assigned to a specific asset

type. Forinstance, you may have an Asset Type of Label Printers that defines the manufacturer,
size specs, etc. of this particular type of printer. Then specific printers of the same type are
assigned to the Label Printers asset type.

. CO Duration (Check-Out Duration) - the default number of Days the asset type may remain

Checked-Out before it is overdue. This field defaults to 1. Overwrite this default value if you would
like the Check-Out Duration for Assets of this Asset Type to default to a greater number of days.
Entry of fractions of a day are not allowed here for the default duration, but when a specific Asset
Tag (having this Asset Type) is actually Checked-Out , a specific Due Date and Due Time can be
specified (overriding the default duration you specified here.)

. Depreciation Class and Category are optional fields, but a selection should be made from

among any previously defined values found in the respective drop down lists before creating a
<New> Class or Category. If you create a new Depreciation Class or Category on the Windows
Mobile/CE device , it will not appear in the drop down list on your Windows Mobile/CE device
following another synchronization unless it is associated with an Asset Type that satisfies the filter
criteria specified when you created the Windows Mobile/CE device database.

d} Asset can perform depreciation calculations at the PC for any Depreciation Class assigned to
asset types for which that option has been enabled. The Windows Mobile/CE device does not
distinguish those Depreciation Classes for which depreciation has been enabled from those where
it has not. If you define a new Depreciation Class on the Windows Mobile/CE for which
depreciation should be calculated, the option will have to be enabled for that Depreciation Class.

Click here for information on enabling depreciation.

(b Asset Tags must be unique across all Sites and Locations. A particular value can occur only once
in the Asset database.
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%% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.5 Windows Mobile/CE Edit
The Edit Asset transaction is used to modify an existing Asset.

1. To edit an asset, from the Main menu, tap Edit. The Edit screen appears:

Asset Tag: |ﬁ|:||:|1 |
Agzet Type: |Lapt|:|p IEMThirk; | i
Diescription; |TE|1 Linits |
Site: [Main Office | i
Location: |5tu:urage R & | i
Serial #: [7814-2571M-420- |

Department; | 1203

|
Condition: |Good -|

General | Linking | Type |

| || 0K ||Ean|:el

2. You can select an asset to edit by locating it by Asset Tag or by Site and Location. If you already
know the Asset Tag value or want to scan it, select Asset Tag. If you don't know the Asset Tag
and want to specify a Site and Location to search, select Site and Location. By default, the
screen will open with Asset Tag selected.

A list of all assets will appear if you select Asset Tag, a list of all assets at the entered Site and
Location will appear if you select Site and Location. You cannot enter a Site and Location if you
have selected an Asset Tag. You can search for an Asset Tag by tapping the i icon next to the
field.

Rosistem Assets will search by serial number. This is useful if your company uses full or partial
serial numbers as the Asset Tag. When you click the i icon, a screen will appear

After you see the asset you want to edit in the list (or have manually entered the Asset Tag or
scanned it), highlight it, then click the Edit button.

3. After you hawe selected the asset tag you want to edit, a screen similar to the following will
appear:
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Asset Tag: |h|:||:|1

Asset Type: |Lapt|:|p IBMThirlk

|
|
Description; |TEul Linits |
|
|

Site: [Main Office i
Location: |5t|:|rage Rm &, i
Serial #: [7814-2571M-429- |

Department: |12EIS | i

Condition: |Good -|

General | Lirking | Tvpe |

| || 0K ||[:an|:el

4. Only the Asset Tag, Asset Type, Site, Location, Serial #, Department and Condition can be

Location.

= The grayed-out fields cannot be edited, but by placing your cursor in one of them, you can
scroll to the right to see the whole of a text string that's larger than the input field.

Click on the Type tab to see information associated with the Asset Type such as Check Out
information.

5. You have additional tabs labeled Linking and Custom. You can make changes as needed to
the Linking and Custom tabs. Please refer to the Windows Mobile/CE Add New topic for
more information on these tabs.

6. Tap OK when you have made your changes.

%% For an oveniew of Rosistem Assets Windows Mobile/CE device operations, see The Windows
Mobile/CE Data Cycle.

14.6 Windows Mobile/CE Move

The Move Asset transaction is used to change the location of an Asset.

1. To mowve an asset, from the Main menu, tap Move. The Move screen will appear:
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Tao Site:

To Location;

Description:

To Site:

|
|
fsset Tag: |
|
|
Ta Location: |

| 0K | | Close |

2. The Move function requires entry of a To Site, To Location, and Asset Tag:

To Site: oo

|

To Location: |I:|Ell |
Azset Tag: |244 | i

|

|

|

Description: |F'rir'|ter
From Site: ||:||:|1

From Location: ||:||:|1

i (84 Iicluael

To Site will default to the To Site value used in the last Mowe transaction performed.

Select a To Site first, then a To Location, to indicate where the Asset will be relocated. Then
supply the Asset Tag, by entering it manually or scanning it, and tap OK to record the Mowe
transaction.

The Description, From Site and From Location fields will be displayed when a value is entered
for the Asset Tag that is being mowved.

If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You can
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either leave the flag on to perform the transaction on the entire group of linked assets, or select to

turn the flag off to perform the transaction only on this asset.

3. Tap OK to mowe the asset to the new location.

%% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE

Data Cycle.

Windows Mobile/CE Check-Out

The Check-Out Asset transaction provides the ability to check-out assets to a Customer or Employee,

specifying a Due Date and Due Time by which the asset should be checked-in.

1. To check-out an asset, from the Main menu, tap Check-Out. The Check-Out screen appears:

Asset Tag:
Description;
Site:
Locatian:
Due Date:
Due Tirme:
To Site:

To Location;

Custorner #: - ||

|10/12/09

1:06:55 PM

Summary | | 0K | | Close |

2. Asset defaults Customer #. Click on the drop down list if you would prefer to use an Employee

# instead.
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Description:

Site:

|
|
Location; |

Due Date: 101209 L4

Due Time: 1:06:55 PM
To Site: i

To Location: | | i

Summary | | ] 4 | | Close |

Entry of either a Customer # or an Employee # is required, in addition to an Asset Tag. These
can be scanned in, searched for by tapping the appropriate i symbol, or entered manually.

You can search for a customer or employee by clicking the i icon. The following screen shows
Search for a customer (opened by tapping the i symbol):

Select a Customer from the grid or enter a value for Customer and tap Find to search for an
existing Customer. Tap the New button to create a new Customer, if necessary. If entering a new
customer, a screen will appear prompting for a Customer # and the customer's Name. |If entering
a new employee, a screen will appear prompting for the employee's First Name and Last Name.

3. Tap OK to return to the Check-Out function when a Customer or Employee has been selected.

4. Enter an Asset Tag or search for one using the i icon.
If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You can
either leave the flag on to perform the transaction on the entire group of linked assets, or select to
turn the flag off to perform the transaction only on this asset.

5. Having supplied a Customer # (or Employee #), and an Asset Tag, the default values for Due
Date and Due Time, as determined by the Check-Out Duration specified for this Asset's
assigned Asset Type, are displayed as shown above. These can be accepted or overwritten if

necessary.

To change the Due Date, tap the Due Date drop down arrow to open a monthly calendar, then
select the desired Due Date.

To change the Due Time, use the arrow to modify it, as necessary.

6. Select the To Site and To Location to which you are checking out this asset.
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7. If you have created Reservations, you will see the Reservations field (shown below).

Check-Out

Customer #: 0«
Azzet Tag:

Description:
Site:

Location;

Due Date:

Date:
Time:

Feservation:

Use CO Lengt =
74232010 |

| 6:31:54 & (]

| -

Surmmary ] [ Ok, ] [Cluse ]

The Reservations field displays a drop down list of reservations to which the current asset is tied.
Select the reservation from the drop down list for which you want to check out this asset. If you
are creating a reservation for the same period for a customer other than the one listed in the

reservation, you will receive a warning message.

Tap OK on the warning message to continue checking out the asset despite the owverlapping

period, or click No to cancel the check out process.

When you sync the data back to the PC, Rosistem Assets will be updated with the new check out
information. The status of the selected reservation will be updated to completed.

8. Tap the OK button to check the asset out to the employee or customer.

9. (Optional) Tap the Summary button to see a list of all Assets checked out to this Customer (or

Employee).

(b You must tap the OK button prior to tapping the Summary button if you want the currently

displayed Check-Out transaction to be saved.
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Check-Out Summary

Assets checked out:
asset T, i Descri.., l
234 Printer 5/19/2005 12
234 Printer 5/19,/2005 12
4 ! i |
[ Frint | [Close |

10.(Optional) Click the Print button to print the list of Assets checked-out to a supported mobile
printer or Close to return to the Check-Out screen.

% For an owveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.8 Windows Mobile/CE Check-In

The Check-In transaction provides the ability to Check-In an asset that was previously checked out to a
Customer or Employee.

1. To check-in an asset, from the Main menu, tap Check In. The Check-In screen appears:
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Asset Tag;

Description:

| |

| |
Site: | | i
Location: | |

Assets checked in:
Asset Tag | Description

1] i [ T»

| ||I]K||Eluse|

2. Entry of an Asset Tag is required. The value can be scanned in, searched for by tapping the
appropriate i symbol, or entered manually.

If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You can
either leave the flag on to perform the transaction on the entire group of linked assets, or select to
turn the flag off to perform the transaction only on this asset.

3. The Site and Location values will default to the location from which the asset was checked-out, but
they can be optionally overwritten if you want to mowve the asset to a different Location concurrent
with the Check-In. The i symbols can be used to Search for a Site or Location to which you would
like to affect a Move during Check-In.
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Asset Tag: |4|:||:|3 | i
Description: [T61 units |

Site: [Main Office | i
Location: storage R & | i

Assets checked in:
Asset Tag | Description

4] I N

| ||DK||E|DSE|

4. Tap OK to add an Asset to the list of Assets checked in. Tap Print to print the list of Checked-In
assets to a supported mobile printer or Close to exit the Check-In function.

':!} Rosistem Assets allows mobile devices to Check-In Assets that were not Checked-Out at the time
the database was created for the mobile device. Later, when Process Mobile Device Data is
performed, any discrepancies can be reconciled.

%% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.9 Windows Mobile/CE Audit

The Audit Assets transaction is used to update the Location of one or more Assets.

1. To audit assets, from the Main menu, tap Audit. The Audit screen appears:
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Site: |I"-'1.air'| Office

|

Location: | |
&sset Tag: | | i

|

Diescription: |

Assets not audited at location:

Asset Tag | Description | Serial #

4| [ [ [»
| 0K ||Eluse|

Set Audit ...

2. Each Audit transaction begins by entering the Site and Location you are currently auditing. Site
and Location values can be scanned in, searched for via tapping the appropriate i symbol, or
entered manually.

3. When a Site and Location have been provided, Rosistem Assets displays the assets which
should be found at that Location:

Site: [Main Office | i
Location: |5ales office 1 | i
hsset Tag: | | i
Description: | |
2 Assets not audited at location:

Asset Tag | Ciescription | Serial #
4002 TE1 units

4066 17" Monitor

1] I [ T

| 0K | |Eluse |

Set Audit ...

4. One at a time, audit each asset in the list by confirming its presence at that Location, then
highlighting it in the list, and tapping OK. You can manually input an Asset Tag value or scan it
with the mobile device's integrated bar code scanner. As each Asset is Audited, the number of
Assets not audited at location will be reduced.
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If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You can
either leave the flag on to perform the transaction on the entire group of linked assets, or select to
turn the flag off to perform the transaction only on this asset.

5. When 0 Assets not audited at location is displayed, you can begin Auditing any Assets you
have found at that Location which Asset did not list.

For each Asset that Asset did not list, Search for it using the i symbol, scan it in, or directly enter
the Asset Tag, then tap OK. A message will appear notifying you that the asset is not at the
specified location. You can either mowve the asset to this location and audit it, or mark it as
audited in the location it is assigned to in Rosistem Assets. Keep in mind that whichever option
you choose, the asset will be audited.

If you know that an Asset you have found should not reside at that Location, do not perform any
transactions to rectify the misplacement. Just use the Edit asset screen to look up the Asset

Tag's correct Location, then cancel out of the Edit transaction, and physically relocate the Asset
to its correct Location - so that reality is made to conform with the database.

':I} If an Asset is missing at the Location being Audited, you must perform a Dispose transaction to
declare it missing.

% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.10 Windows Mobile/CE Dispose

The Dispose transaction is used to remove an Asset from the database.

1. To dispose of an assets, from the Main menu, tap Dispose. The Dispose screen appears:
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Asset Tag;

Description;

Site:

Location:

Reasan:

| ] 4 | |Eluse |

2. Begin by scanning in, searching (via the 1 button ), or manually entering the Asset Tag you want

to Dispose.

/ o | Dispose :
Asset Tag: ooz | i
Diescription: |T51 Linits |
Site: |Mair'| Office |
Location: |5t|:|rage Rrm & |
Reason; | v|

| 0K | | Close |

The selected Asset's Description, Site and Location will be displayed.

If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You can
either leave the flag on to perform the transaction on the entire group of linked assets, or select to
turn the flag off to perform the transaction only on this asset.
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3. Select a Reason from the dropdown list:

Asset Tag: 4003 i
Description: |TE|1 Lnits
Site: |Mair‘| Ciffice
Location: |5t|:|rage Rm &
Reasan:

Cale

Lost

Darmaged

Trade In

Stolen

Other

| 0K | | Close |

4. Tap OK to complete the Dispose transaction for that asset, or tap Close to exit the screen
without disposing of an asset..

%% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.11 Windows Mobile/CE Maintenance

You can mark maintenance as complete for an asset directly on the mobile device.

1. To mark maintenance as completed for an asset, from the Main menu, tap Maintenance. The
Maintenance screen appears:
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tsset Tag: || | i

Schedule: | - |

Diescription: | |

Completed? []

Completed On: [10/12/09 -|

Condition: | '|

Motes: |
| 0K | | Close |

2. Begin by scanning in, searching (via the i button ), or manually entering the Asset Tag you want
to mark maintenance as completed for.

Lszet Tag: |4|:||:||:| | i

Schedule: | -|

Diescription: |T61 Lnits |

Completed? |:|

Completed On: [10/12/09 -|

Condition: | '|

Motes: |
| DK | | Close |

The selected Asset's Description will be displayed.

If you are using asset linking, the system will check for the Transact as Whole flag. If the flag is
turned on for this asset (or the parent of this asset), a message will appear notifying you. You
can either leave the flag on to perform the transaction on the entire group of linked assets, or
select to turn the flag off to perform the transaction only on this asset.

3. You can enter a Completed On date, Condition and enter Notes for this maintenance entry as
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needed. If the maintenance is completed, select the Completed? checkbox.

You can choose from a previously created Maintenance note by tapping the i icon. The
Maintenance Type Search screen appears:

Select Maintenance Types:

Maintenance Type |

[ New ]| ok || cancel

Any existing Maintenance Types will appear in the list. You can select a listing and tap the OK
button, or tap New to create a new Maintenance Type. The following screen appears when you

tap New:

Short name for maintenance

Maintenance Type Description

0K | | Cancel

Enter a name and description for this maintenance, then tap OK.
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4. Tap OK to complete the Maintenance Entry or tap Close to exit the screen without disposing of
an asset..

=% For an oveniew of Asset Windows Mobile/CE device operations, see The_Windows Mobile/CE
Data Cycle.

14.12 Windows Mobile/CE Find
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15

Definitions

Asset

One or more Assets can be assigned to each Asset Type. The individual assets are a
unique item of a specific make and model number. Each asset is given an Asset Tag that
is unique across all Sites and Locations.

Asset Linking

Asset Linking, also known as Asset Kitting, allows you to link two or more assets
together to form one new asset.

Asset Tag

A unique identifier you assign each asset in your database (this is done on the New Asset
screen). The tag can be letters or numbers or a combination of both. The asset tag is
printed and attached to the physical asset. The number on the tag corresponds to the
asset tag number in the database. An asset tag usually contains a barcode for quick
identification and tracking.

Asset Type

This is the first step in creating an Asset in the software. You must first create your Asset
Types, then each asset you add to the system must be assigned to a specific Asset
Type. You can think of Asset Types as a classification for assets. Asset Types are
created in the database using the New Asset Type screen, or you can import this
information. You can then assign assets to a specific asset type on the New Asset
screen.

The Asset Type defines the Description, Depreciation Class, Category, Manufacturer and
Model Number of the asset.

Description can be any text used to describe the Asset Type.

Depreciation Class controls whether or not depreciation will be calculated for this
Asset Type (Depreciation Class is further defined below).

Category is a superset of the Asset Type.
Manufacturer records the brand or maker of the Asset Type.
Model # records the manufacturer's designation for this Asset Type.
Depreciation Class
Depreciation Classes can be created to determine a specific Depreciation Method. The
Depreciation Class is assigned to one or more Asset Types (on the New Asset Type
screen). All assets assigned to that Asset Type will follow the Depreciation Method

defined in the specified Depreciation Class.

Depreciation Methods
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You have six depreciation methods to choose from:

e Straight Line - The simplest and most commonly used depreciation method, straight

line depreciation is calculated by taking the purchase or acquisition price of an asset
subtracted by the salvage value divided by the total productive years (Life) the asset can
be reasonably expected to benefit the company.

Double Declining Balance - The double declining balance depreciation method is
similar to the straight-line method. To use it, the system first calculates depreciation as
if it were the straight line method. Then it determines the total percentage of the asset
that is depreciated the first year and doubles it. Each subsequent year, that same
percentage is multiplied by the remaining balance to be depreciated. At some point, the
value will be lower than the straight-line charge, at which point, the double declining
method should be scrapped and straight line used for the remainder of the asset’s life.

Remember that the IRS does allow businesses to switch depreciation methods one
time in the life of an asset. Rosistem Assets will not make this switch for you. It is up
to the individual business to keep track of when the switch to straight line depreciation
should be made.

150% Declining Balance - This method uses 150% of the straight-line percentage for
the first year. The same percentage is then applied to the remaining balance, each
succeeding year.

Declining Balance Custom - This method allows you to enter a custom declining
balance percentage. Declining Balance is a common depreciation-calculation system
that inwlves applying the depreciation rate against the non-depreciated balance.
Instead of spreading the cost of the asset evenly over its life, this system expenses the
asset at a constant rate, which results in declining depreciation charges each
successive period.

Sum of the Years' Digits - To calculate depreciation charges using the sum of the
years' digits method, take the expected life of an asset (in years) count back to one
and add the figures together.

Location

Locations are places within a particular Site where Assets reside. Typically, a Site is a
building or area that contains one or more inventory Locations.

Child Asset

An asset that is linked to a parent asset.

Parent Asset

Any asset that has child assets attached to it.

Serial Number

If an asset has a Serial Number and you choose to record it, it is associated with a
specific Asset, not with an Asset Type.
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Site

The software can manage assets at one or more Sites (specific buildings or vehicles).
Typically, a Site is a building that contains one or more asset Locations.
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