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Overview

The AMSI system is an add-on to the existing SCS Inventory Management System (EQP) that will
facilitate automation of the data gathering and labeling of fixed assets. The primary functions provided

are:

Gather information via barcode scanner currently written on the ‘Shelby County Schools Asset
Disposition Form’

Print on demand labels for new assets

Perform annual physical inventory via barcode scanner of all assets tracked by SCS

Allow inventory audits outside of annual physical inventory

Allow inventory reporting at the school level

The user will have access to the following transactions:

Add (New)

Tag Confirm
Transfer Out
Receive Transfer
Stolen

Disposal Request
Reactivate
Physical Inventory
Cycle/Audit Count

This User Manual will show how to perform each transaction and the data flow through the components

of the system. The major components or applications that the users will see are:

Admin Web Application
Handheld Terminal Application
Scanner DataEngine Application

Office of Asset Management Email Address
For general questions or to provide additional information about tracked or non-tracked Assets please
contact the Office of Asset Management via the following email address:

amsirequest@scsk12.org
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Applications - General Information

Admin Web Application

Home Page

The URL for the Admin Web Application is http://amsi.scsk12.org/AMSI.

& Sign In - Windows Internet Explorer,

@.\;—}; - |§, adcisi.local V| B | X "'l | £~
File Edit Wew Favarites Tools  Help
7.7 Favorites | & signIn | | ﬁ * B | :.ég * Page v Safety ~ Tools - @v ?

¥ou are not signed-in.

SIGN IN

Enter your user name and password to sign in.

User Namea:
Password:

[ Ok Qi Concel

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.03
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Special Function Icons
There are a number of standard functions found throughout the Admin Web Application. These are
represented by icons. Following are some of the standard icons and their associated function.

Q, - View a data record

0. Select Record

i
‘1 - Export current data view to an Excel spreadsheet

ﬂh - Rest all filters to default values
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Search
At the top of most pages there is also a ‘Search For’ box that allows for quick searches on particular
fields. An example of one is from the Inventory screen:

Search for | “

(Search Fields: Item Number, Serial Number, Model Number, Manufacturer or Vendor Name)

Enter the exact value you would like to search and click ‘Go’ and the system will search each of the
‘Search Fields’ listed.

Filters
Another handy search feature is the use of Filters. Filters are in several forms:

e Dropdown Lists

e Scrolling List Boxes — Multi Select
e Input Boxes — Single Value

e Input Boxes —Range

Each screen will have filters based on the data content of that screen. Following are the filters from the
Inventory screen:

Class Code |A|I b

Acquisition Date |

s
Program Project —
EXCEP CHLD ¥
Location |A|I b

Y

Sub Location —

1a

Room |All bt
Fa
Current Status Code Missing In =
New

W

Scrapped In

Active |(Yes W

Dropdown List Filters are executed immediately upon selection of a new value. List Boxes and Input
Boxes require you to click ‘Go’ for the display results to be filtered.

To reset the filters back to the default value click the ‘Reset Filter’ icon i&
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Sorting Data

Most of the data columns displayed can be sorted by clicking on the column label above the data. The
data can only be sorted by one column at a time. So if you prefer to sort the data by Manufacturer then
click on the ‘Manufacturer’ label above that column. Clicking the column label again sorts in reverse

order.
Original Order First Sort Second click yields Reverse Sort
Manufacturer
.| APPLE WURLITZER
SYMPHONIC | appLE VET
EMERSON | appLE VST

Pagination Control
You can also control how much data is displayed on the screen as well as quickly move through pages
using the Pagination Control. An example of the Pagination Control is below:

44| o FI w of 25| PP 241 Ttems | JUl » /Page | Go

This indicates the following:

e Currently viewing page 1 of 25
e Atotal of 241 items are available for viewing
e Currently viewing 10 items per page

Use the Double Arrow icon to move to the first or last page. Use the single arrow icon to move one page
at a time.

Manually key a new page number or items per page and click ‘Go’ and the screen will be updated
accordingly.
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Handheld Terminal

Startup Screen - Symbol AppCenter
Whenever the Handheld Terminal is reset or the Asset Management application is exited, the user will

be presented with the following screen. The only option from this screen is to click the icon labeled ‘SCS
Asset Management’. This will start the data collection program on the handheld.

B WindowsCE EI@'E‘

File Zoom Took Help

L

Symbol AppCenter [ E=

‘Locked’ Screen
When the handheld is ready for operation it will display the following ‘Locked’ screen. This is the normal

‘home’ screen for the data collection application. Clicking ‘Exit’ on this screen will return you to the

‘Symbol AppCenter’ screen above.

The handheld will remain at the ‘Locked’ screen until it is ‘Unlocked’ in the AMSI Web Application.

M WindowsCE =1

Eile Zoom Tools Help

Place in cradle and
'Unlock’ through
MCS Asset
Management _

System .

Y1.0.0.1

25| B

Standard Application Buttons
Most data entry screens have the following two buttons. Their use is always the same no matter what

screen they are on.

0K
|- Accept and validate the current data entered. If it is valid then save it and proceed to the

next step in the process.
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Cancel

- Cancel the current screen and return to the previous screen. All previously saved data will

remain saved and any current data in-process on the current screen will be lost.
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Scanner DataEngine Screen

The Scanner DataEngine is the application that moves data from the handheld to the AMSI system
database. This screen is provided for status purposes only. There is no user interaction through this
screen. This application should start automatically every time your computer restarts.

Every time you put the handheld scanner in its cradle the Scanner DataEngine screen is displayed to
show the status of the handheld connection and update.

4/ Scanner DataEngine

Scanner Connected

£A10/2010 43618 P - Already Locked
7/15/2010 4:36:18 PM - Doing Lock
T415/2010 4:36:08 PM - Waiting far connection ta complete

¥1.0.0.1

DataEngine Menu
A limited set of functions is available through the Data Engine’s ‘Scanner’ icon & in the system tray

(lower right corner) of your PC’s display EAes

Right click the Scanner icon to see a list of available functions:

Show Skakus

Manual Process

Lock Scanner

I Exit

e Show Status — Displays the Scanner DataEngine screen to see the status of the application
e Manual Process — Used typically by IT Technicians to reprocess files. Clicking on this will
typically not perform any function without the help of the school IT Tech.
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e Lock Scanner — Normally the scanner will Lock and data will upload after being placed in the
cradle. If for some reason this does not happen then click on ‘Lock Scanner’ to force the
Scanner DataEngine to Lock the Scanner and upload its data.

The E' icon in the top right corner of the screen does not exit the application. It only closes the Status
screen.

Microsoft ActiveSync

Microsoft ActiveSync is an application that is installed on your system so that the Scanner DataEngine
application can communicate with the Handheld Scanner. Typically there is nothing to configure or do
with ActiveSync. However, attaching any SmartPhone or PDA with a Microsoft operating system to a
USB port can interfere with the operation of your Handheld Scanner.

Following are the two typical icons for Microsoft ActiveSync that are found in your system tray:
E - Gray lcon Color - Scanner is not connected to the PC

- Green Icon Color - Scanner is connected to the PC. In this mode the Scanner DataEngine can
communicate with the handheld scanner
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Using the System

AMSI Web Application

Login

Enter your normal Windows User Name and Password in the AMSI Web App Login Screen. If you are

authorized for access to the system you will be displayed the following Inventory screen. This screen

allows you to view the Assets that are currently at your Location. Through the Menu Options you can

view Scanned Transactions as well as control the Handheld Scanner.

{= Inventory - Windows Internet Explorer,

@;;r - |g, http: fimcs. adcisi,JocaliInventory/ShowInventory Table, aspx

L3

|| &

X |?'Google =

File Edit Yiew Favorites Tools Help

77 Favarites | (& Inventary

b Inventory p Unlock Scanner

EH INVENTORY

} Scanned Transactions

F Manual Add New Asset

Search for |

(Search Fields: Item Number, Serial Number, Model Number, Manufacturer or Vendor Name)

Class Code |A|I

v

Acquisition Date |

Program Project
EXCEP CHLD |

Location |001-Avon School W

Sub Location

Room |All |[w

Current Status Code w

LR

<[>

268968

270550

279638

w of13 bbb

Location Sub d&s Class Serial Acquisition Accounting Code
Location Description Number Nllmher Date

2435

1305

1305

172 Ttems | jii] w /Page| Go

PRINTER USBCO18027 | C4266A
COLOR 38583644 SCZ927CHAL
TELEVISION

COLOR V28173437 EWT2721
TELEVISION

} Reports

PHILIPS

MAGHNAVOX

EMERSON

p Physical Inventory [ Cycdle Count

2534.00 | 4/10/2001 | 0140285N14 | 22832824684515%

350.00

3/13/2001

200.00 2/1/z002

%
%

ADC Integrated Systems, Inc.
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Logout

To Logout of the Web App scroll the browser if necessary to view the upper right corner of the current
screen. You will find the ‘Sign Out’ area above your User Name:

Hellas MCS Admin

You can either click the ‘Sign Out’ link or the Red Arrow icon. You will be redirected to the ‘Sign Out’
page.

ﬂ; Sign Out - Windows Internet Explorer

.\::-;v |g, devsyr V| || K

] -
File Edit View Favorites  Tools  Help
. - »
.7 Favorites @SignOut ﬁ - f:] [Z] m=n - Page -
You are not signed-in.
I SIGN OUT
Fou have successfully signed out.

[ ox |

Plezss close your brovser vindow to completaly log out.

Copyright @ 2010 ADC Integrated Systams, Inc. All rights reserved. V1.00.03

Clicking ‘OK’ takes you back to the ‘Sign In’ page for the next user to access the system.

ﬁ; Sign In - Windows Internet Explorer

@.; A4 |g, devsyr V| || X

File Edit Wew Favorites

Tools  Help

57 Favorikes EsignIn - B [ = v Page - >

You are not signed-in.

| CEEr—

Enter your user name and passwerd to sign in.

User Name:
Password:

[ o< M cancel ]

Copyright © 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.03
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Unlock Scanner

To use the Handheld Scanner you must ‘Unlock’ it. Place the Scanner in its cradle and select ‘Unlock
Scanner’ on the Admin Web App menu (second menu option). Next follow the directions displayed on
the screen.

{= Unlock Scanner - Windows Internet Explorer,

@\:_" |& aduisi.local V| B ||| | '-.'

File Edit Yiew Faworites Tools  Help

77 Favorites /& Urlock Scanner '& - B = F;Q * Page - 3afety ~ Tools - I@l- »

Ih Hello Avon User

p Inventory p Unlock Scanner p Scanned Transactions p Manual Add New Asset p Reports  p Physical Inventory / Cycle Count

To Unlock the Scanner to allow scanning of assets please do the following:

. Place the scanner in the cradle

. Turn the scanner on

. Press the 'Unlock’ button below

. Wait until the menu is displayed on the scanner

. When the menu is visible remove the scanner from the cradle

[, R WSl

Location 001-Aven School (W

Copyright @ 2010 ADC Integrated Systems, Inc. &ll rights reserved. ¥1.00.03

After the process is complete and the Handheld is unlocked then the Handheld should display the ‘Main
Menu’. Also notice that it will show your User Name at the top of the screen. Do not allow anyone else
to scan with your User Name. To Logout of the terminal simply put it in the cradle and the system will
automatically log you out and lock the terminal.

M WindowsCE

Ele Zoom Todls Help

Main Menu - Avon User

001-Avon School

Add Tag Confirm
Move Transfer Out
Receive Transfer Stolen
Disposal Reactivate
Physical Inventory | Cycle Count/Audit

ﬂlMam Menu - Avon User |® S‘@ﬁ I@
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Process Transactions

Add (New) - Handheld

Click on the ‘Add’ button on the Handheld. Select a ‘Purchase Method’ and click ‘OK’.

B WindowsCE CEx

Add

Purchase Method:
School PO
School Check
PO Number
Donated
Cancel | ‘ OK |
£2|[eca [@-ee A%

Add - Purchased

When adding new Assets that were purchased, the following screen will be displayed. Note that the
first field’s label will change depending on the Purchase Method selected. For our example below we
will use ‘School PO’. It would change to ‘School Check’ or ‘PO Number’ if those had been selected.
Likewise the data validation for each Purchase Method is also different to insure you enter the proper

data for each method.

B WindowsCE (=3

Add - Purchased
School PO:

Accounting Code:

Program/Project: |

Vendor Purchased From:

| [
Vendor Supplied: :

Cancel 0K

& IAdd - Purchased ‘@ B @

Enter the requested data:

e School PO
e Accounting Code

ADC Integrated Systems, Inc.
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e Program/Project — depending on the Accounting Code you may or may not have to select a
value for this field. Also, the Accounting Code entered will affect which values are available.

e Vendor Purchased From — Either select one from the list or enter the vendor name
e Vendor Supplied

o Select ‘Yes’ if the Vendor has already attached an Asset Number to the item

o Select ‘No’ if there is no Vendor attached Asset Number. One will be provided by the
Office of Asset Administration.

M WindowsCE Ex

Add - Purchased

School PO:

[10010 |
Accounting Code:

200123696547145
Program/Project: :

Vendor Purchased From:

|Presentati0n Solutions E|
vendor Supplied:  [NENIR
Cancel oK
& IAdd - Purchased ‘@ o B B |ﬁ| B

After entering the purchase information you will be prompted for details on the assets that have been
purchased. If more than one of a particular asset type is purchased then enter the correct quantity.
This will reduce the number of times you enter the Class Code, Model Number and Manufacturer.

B WindowsCE FE®X

Add

Class Code:
[2423-LaPTOP [-]

Model Number:

[AB-00123 |

Manufacturer:
|ACER |

Cost: 1200
Quantity:

Cancel OK

125 [Jaca @W

Scan or key the Serial Number for each Asset.

B WindowsCE (=3

Add
Add Unit 1 of 1

Serial Number :
5-P09991-009

Last SN:
Next [temn Complete
Cancel OK
8 [[aca EEEED @
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When all Serial Numbers for the Quantity purchased has been scanned or entered the Handheld will
alert you.

B WindowsCE Ex
Fle Zoom Iools Help
add

Add Unit 1 of 1

Serial Number :

@ All Assets for Model scanned

Last SN:
Next [tem Complete
Cancel OK
2 |[acd EEE S

Click ‘OK’ on the message box or simply press ‘Enter’ on the keypad to be returned to the Serial Number
scan screen. Choose your next option:

Complete — All purchased items have been received.
[ ]

Next Item — Another purchased item is ready to be entered.

B WindowsCE

Fle Zoom Took Help

Add

Add Unit 1 of 1

Serial Number:
[5-P09991-009

Last SN:
Next [tem Complete

Cancel OK
8 [[ecd EEPED

ADC Integrated Systems, Inc.
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Add - Donated

After clicking ‘Add’ from the Main Menu, select ‘Donated’ as the Purchase Method. Click ‘OK’ or press

‘Enter’.
B WindowsCE FE®X
Add
Purchase Method:
-
Cancel oK
8 [[aca EEEED @

Enter the name of the person, company or entity that has donated the assets. Click ‘OK’ or press ‘Enter’.

B WindowsCE (=3
Add - Donated
Donated By:
[HiLTON |
‘ Cancel | ‘ OK |
Fil IAdd - Donated ‘@@f@’ @

After entering the ‘Donated By’ information, you will be prompted for details on the assets that have
been donated. If more than one of a particular asset type is donated then enter the correct quantity.
This will reduce the number of times you enter the Class Code, Model Number and Manufacturer.
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B WindowsCE FE®
Add

Class Code:
[oo81-DVD PLAYER []

Model Number:
[Do0911 |

Manufacturer:
[saNYO |

cost: [ ]
Quantity:

Cancel 0K

&5 [Jaca @@.&v@'

Scan or key the Serial Number for each Asset.

B WindowsCE FEX
Add

Add Unit 1 of 1
Serial Number:
[1D0P009001 2 |
Last SN:
Cancel 0K
8 [[aca EEEED @

When all Serial Numbers for the Quantity donated has been scanned or entered the Handheld will alert
you.

B WindowsCE EEx

Fle Zoom Tools Help

Add

Add Unit 1 of 1

Serial Number :

@ All Assets for Model scanned

Last SN:
Next [tem Complete
Cancel oK
2 |[acd EEEE-DEE

Click ‘OK’ on the message box or simply press ‘Enter’ on the keypad to be returned to the Serial Number
scan screen. Choose your next option:

e Complete — All donated items have been received.
e Next Item — Another donated item is ready to be entered.
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Upload and Process Add Transactions
Put the Handheld in its cradle. After about 15 seconds the handheld should return to the ‘Lock’ screen.
At that point all the transactions should be uploaded and ready for review.

Select ‘Unapproved Transactions’ from the ‘Scanned Transactions’ menu options.

(= Inventory - Windows Internet Explorer

G@v |g, http: //192.168.6.127}MC5/Tnvent ory/Showlnventory Table. aspc V‘ B || 4| X ﬁGuDgle ‘ Ll
File Edt View Favorites Took  Help
i Favorites |glnvanmw | ‘ Ziv B [0 = v psge~ Safety - Took~ @+

>

Incomplete Transactions
Approved Transactions
Approved Transaction History

Search for

(Search Fiald todsl Humber, Manufacturer or Vandor Nama)

Denied Transaction History
Class Code [All 3

Acquisition Date |

Program Project

{

~
E Rate b

Location [050-Richland Elem

Sub Location

Room [All v Raport Stolen Assat

Current Status Code W

44/ </l v of 12| P PP s58aTtems | ] ¥ /Page| Go

Sub class Class Description Acquisition P.0. Accounting Code | Program /
Location Humbr Date Number Project

021213 | 6300 SHURE 150.00 | 1/1/1963
R\ hlar\d nMPLIFIER SPEAKER
@[] o5 073722 | 6165 | BASS DRUM, 73722 SLINGERLAND | 125.00 | 3/1/1996 000
R\:hland CONCERT
Elam
@, [ oso- 146566 | 1305 | COLOR TELEVISION | 435929 19NP18 SHARP 209.99 | 1/1/1983 SILO
Richland
Elem
@[] oso- 160457 | 1117  VCR/VIDEO MIXER 512232592 VCRSS0 SHINTOM 195.00 | 4/1/1991
Richland
Elam
@, [ oso- 174107 | 1305 | COLOR TELEVISION | 74124966 RK4345CHO3 | MAGNAVOX 229.00 | 6/1/1992 ~
| L]
@ Internet 43 v Hove -

Review each Add transaction for completeness and accuracy. If you notice any issues please send an
email to amsi@SCSk12.net and give details about the problem
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{= Unapproved Transactions - Windows Internet Exploren

oogle 2]

6‘:5' w [ httpi/152.188.6.127/MCS{HewTransactions/ShowhiewTransactionsTable. asp<? ~|[&][#s][x]

Fle Edt Wew Favortes Tools Help

¢ Favorices | @1 inapproved Transactions ] - [ =h v Psge- Sofety - Tools- @~

s b Manual Add New Asset ) Reports | Physical Inventory / Cycle

Search for | [ co |

(Search Fields: Item Number, Serial Number, Model Number or Manufacturer)

Transaction Type |All %
Item Number [All )

Program / Project [AI ¥
Scan Location [050-Richland Elem %

Scan Sub Location

Transaction Date [ [

Requestor [all v [ co |
m RN: EERLC - E

Transaction | Scan Scan Class | Class Model | Manufacturer | Original
Type Location | Sub Code | Description Number Cost
Location
050

Go

Accounting | Program /[ | Vendor New | New Sub | Attent|
Code Project Number Location | Location To

@, [| acd 50- 1120 | AMPLIFIER | 2 QwE QWE DOMATED 213123
Richland 213EFF
Elem

@, [0 add 0s0- 1120 | AMPLIFIER | SCE3EF | QWE QWE DONATED 213123
Richland
Elem

Copyright © 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07
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After the Office of Asset Management has approved your ADD transaction you can see that it has been
moved to ‘Incomplete Transactions’'.

',-,' Gaogls

® [&] hiipi/i192.166.6. 12715 NewTransactions/ShowhiewTransactionsTable. assic? ~| B # %

Flle Edit Wiew Favorites Tools Help

= »
¢ Favorites ‘@UnappmvadTransaitinns | | & - (=] m=h - Page~ Safety- Tools~ @b~

} Unlock Scanner  p Scanned Transactions  p Manual Add New Asset

Unapproved Transactions

} Incomplete Transactions:

} Inventory } Reports  p Physical Inventory / Cycle Count

E UNAPPROVED TRANSACT

Search for

(Search Fields]
Transaction Type [All ¥

Item Number |All v

Approved Transactions

nufactursr]

Approved Transaction Hist

Incomplete Transactions

Denied Transaction History =

Program / Project [All v

Scan Location |050-Richland Elem ¥

Scan Sub Location

Transaction Date | [

Requestor |All % ﬂ
m 4 S o0 b pr orems EE F /Pa

Manufacturer | Original Accounting | Program / | Vendor Comments
od

Copyright @ 2010 ADC Integrated Systems, Inc. Al rights reserved. V1.00.07
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After selecting ‘Incomplete Transactions’ from the ‘Scanned Transactions’ menu, you will be taken to the

Incomplete Transactions screen.

{= Incomplete Transactions - Windows Internet Explorer,

tions{ShowInc

tionsTable, aspx?

T Al d 168.6.1 S/ Incomp
mi |g, http:/19: IMCE /I

o] (8][4 ] [ coose

|28

Fle Edit View Favortes Tools  Help

iy Favorites ‘ & ncomplete Transactions | ‘

»

& - B 0 e - Page- Safety~ Tooks - @

) Inventory b Unlock Scanner ) Scanned Transactions ) Manual Add New Asset ) Rep

B INCOMPLETE TRANSACTIONS

Search for |

(Search Fields: Item Number, Serial Number, Model Number or Manufacturer)

Transaction Type [Add ¥
Item Number [All (%)
Program / Project [Al ™
Scan Location [050-Richland Elem ¥

Scan Sub Location

Transaction Date |

Requestor |All -
Status [Al - =

m 4l v PP 21tems Rl ¥ /Page| Go

¥ Physical Inventory / Cycle

Transaction | Scan Scan Class Class Model Accounting | Program / Vendor | Vendor | Comments | MNew | New
Type Location Sub Code | Description Number Code Project Name | Supplied Location | Loca]
Location
QD Add 050- D20040 | 1120 | AMPLIFIER 123554697  QWE QWE $12.00 DONATED 213123 | No
Richland
Elem
QD Add 0s50- D20041 | 1120 | AMPLIFIER 2 213EFF QWE QWE $250.00 | DONATED 213123 | No
Richland
Elem
Copyright © 2010 ADC Integrated Systems. Inc. All rights reserved. ¥1.00.07
< i I >
nnne € Intemet Fy v HmI0%k v
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Add Transaction Data Flow

pproved by Admin=
ove NON Vendor Inventory

Unapproved to Incomplete Transactions Incomplete
Upload from Handheld Transactions pawaiting Transactions
Tag Confirm
ADD Transaction
Approved by Admin - Admin Selgcts Assets for
Move VENDOR Inventory to Printing Tags
Approved Transactions
Approved
Transactions Asset Tags Printed
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Add (New) - Admin Web Application
New Assets may also be added with the Admin Web Application. Click on the ‘Manual Add New Asset’
menu option and be taken to the ‘Add New Assets’ screen.

All data needed for the Add can be accomplished on this one screen.

ﬂ‘- Add New fissets - Windows Internet Explorer

= =
& A |g, 192.168.6.127 v| IR

File Edit Vew Favorites Tools Help

»

¢ Favorites (& tdd New Assets ﬁ " B .

I‘ |

[
4
[hal
o
o
@
1
I
o
@
-
4
=
=)
=]
a
4
4

} Inventory ) Unlock Scanner p Scanned Transactions . Add N A p Audit Transactions ) Reports p Physical Inventory / Cyde Count

I ADD NEW ASSETS Add Mew Asset

Transaction Type Add Location |001-Avon School w §

Purchase Method |** Please Select ** %

P.O. Number | Accounting Code |
Program [ Project
vendor Supplied |:|

Class Code |** Please Select ** % Class Description

Model Number |

Original Cost

Manufacturer

Serial Number

i i iiind

Copyright © 2010 ADC Integrated Systems, Inc. Al rights reserved. V1.00.03
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Based on options chosen for each field, additional fields could become visible and others could be
hidden. For instance, selecting ‘Donated’ as a Purchase Method removes the standard Purchase type
fields from the screen and asks ‘Donated By’ for the Asset.

£z hdd New Assets - Windows Internet Explorer ['._H'E|rz|
S =) 0 =
@.\-:_) - |§, 192.168.6.127 V‘ RN | | el
File Edit ‘ew Favorites Tools Help
T:I Favorites & Add New Assets ﬁ - r_J =] gég ~ Page = 3afety ~ Tools = '@'v =

] |

b Inventory p Unlock Scanner p Scanned Transactions p Manual Add New Asset ) Audit Transactions p Reports |} Physical Inventory [ Cyde Count I
I ADD NEW ASSETS

) ]
Location [001-Aven School v

Transaction Type Add

Purchase Method |DONATED w

Donated By |

Class Code [** Plaase Selact ** ¥ Class Description

Model Number | Manufacturer |

Serial Number

= e &=

Copyright © 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.03

If the quantity of Assets being added is 1 then click ‘Save’ after you have entered all the data.

If the quantity of Assets being added is more than one then click ‘Save and New’. The current Asset will
be saved and the basic data will be kept so that only the new Serial Number (and possibly ltem Number
if it is Vendor Supplied) needs to be entered to Add the additional Assets.

Because this is online the New Assets are immediately stored in ‘Unapproved Transactions’ waiting for
the Approval process exactly the same as with the Handheld. Please refer to ‘Upload and Process Add
Transactions’ above to complete the process.
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Tag Confirm

Tag Confirm is used when the Asset Tag has been delivered by the Office of Asset Administration and

been affixed to the Asset. The Asset is not placed into inventory until the Tag Confirm process has been

completed.

Click ‘Tag Confirm’ from the Handheld Main Menu. The Tag Confirm screen will be displayed.

B WindowsCE CEx
Tag Confirm
Sub Location: Room:
Asset Tag:
Count: 0
Last Asset:
MNext Sub Next
Location Room
ﬂlTag Confirm ‘@@}@’ |§|%

For most School locations there will be no Sub Location to choose from.

e If you do have options for ‘Sub Location’ then choose one and press Enter
e Enter the Room number that the Asset will be stored or used in

M YWindowsCE g@g\
Tag Confirm
Sub Location: Room:
: 0200
Asset Tag:
Count: 0
Last Asset:
Next Sub Next
Location Room
Cancel 8]
ﬂlTag Confirm ‘@@.‘3‘@’ @

Scan the first Asset Tag being placed in that room.

B WindowsCE FEX
Tag Confirm
Sub Location: Room:
: 0200
Asset Tag:
020009
Count: 0
Last Asset:
Next Sub Next
Location Room
Cancel OK
ﬂlTag Confirm ‘@@_‘;®> @

ADC Integrated Systems, Inc.
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The Handheld will show the Count of Assets scanned in that room. If you have additional new Assets
being Tag Confirmed in this room then scan the next Asset Tag. To go to another Room, click the ‘Next

Room’ button.

M WindowsCE CE®
Tag Confirm
Sub Location: Room:
—
Asset Tag:
Count: 1

Last Asset: D20033

MNext Sub MNext
Location Room
8|Tagcanﬁrm ‘@@.‘;‘@’ El%

At this point enter the new Room. If you choose not to use a Room and just press Enter then the
application will ask you to confirm that you want to ‘Continue without a Room’. This is allowed but will
cause your entire inventory to be grouped together. This will cause Cycle Counts and Physical Inventory
to be more complicated.

M WindowsCE fEx

Fle Zoom Tools Help

Tag Confirm
Sub Location: Room:

I

Asset 2
AssetManagementHH

Continue without 2 Room?

Last Yes | No
Next SUD TNext
Location Room
m “

ﬂlTag Corifirmn ‘@@}@b |§|%

After confirming ‘Yes’ to continue without a Room, scan the Asset Tags.

M WindowsCE CE®

Tag Confirm

Sub Location: Room:
Asset Tag:
020034
Count: 0
Last Asset:
MNext Sub MNext
Location Room
ﬂlTag Conifirrn ‘@@.‘;‘@’ ’El%
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As with a Room defined, the Handheld will show a count scanned into ‘No Room’.

M WindowsCE El@‘g‘

Fle Zoom Iools Help

Tag Confirm
Sub Location: Room:

I - I I

Asset Tag:

Count: 1
Last Asset: D20034

Next Sub Next
Location Room
QK

Cancel

8|Tagtmﬁrm ‘@@_ﬁ@’ ’E‘%

ADC Integrated Systems, Inc. Page 30



Upload and Process Tag Confirm Transactions
At this point the Tag Confirm data can be uploaded to the system. Simply place the Handheld in its
cradle and wait for the ‘Lock’ screen to appear.

Selecting the ‘Incomplete Transactions’ screen will show the absence of our previous Add transactions
for the Assets.

f’ Incomplete Transactions - Windows Internet Explorer

G\t;rv [E ree Incannplete Transactions/ShowlncompleteTransactions Table, aspid

Fle Edt View Favortes Todls  Help

v 42 [ %] [*Weoege o]

5l Favorites | (& Incomplete Transactions | ‘

B - [ @ v Pager Safety~ Tods~ @

P Manual Add New Asset P Audit Transactions P Reports

| ¥ Inventory P Unlock Scanner P Scanned Transactions ¥ Physical Inventory ¢ Cycle Count P Configuration

E INCOMPLETE TRANSACTIONS

(Search Fizlds: Item Humber, Serial Number, Model Number or Manufacturer)
Transaction Type | All (v

Search for

Ttem Number | All |%.
Program / Project | All

Scan Location |All (v

Scan Sub Location

WIIII

Transaction Date |

Requestor [All ¥

Status | All ﬂ

I

Accounting | Program / | Wendor | Vendor | Vendor | Comments | New
ode Number | Name

New Sub | Aty

Copyright @ 2010 ADC Integrated Systerns, Inc All rights reserved, V100,03
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Click on the ‘Approved Transactions’ menu option from the ‘Scanned Transactions’ menu options. You
can now see both the Add Transactions and the Tag Confirm Transactions. If the system finds Add
Transactions that match the incoming Tag Confirm Transactions then no action is required on your part.
But if there are invalid Tag Confirm Transactions they will be placed in the Unapproved Transactions list.
They can be reviewed and your location will be notified of the error. At some point the error
transactions will be Denied. Invalid transactions in the Unapproved Transactions list cannot be fixed and

then Approved.

(‘-'Apprnved Transactions - Windows Internet Explorer,

6\:} A4 ‘g hitp: i fdevsyr/MCS  Transactions/ShowTransackions Table. aspx?

)[4 (] 80 cosaie

Fle Edt Wew Favortes Tools Help

¢ Favorites ‘ /@ rpproved Transactions | |

-8

(5] @m v Page~ Safety~ Tools+ @

P Unlock Scanner  F Scanned Transactions P Manual Add New Asset  F Audit Transactions

F Inventory
APPROVED TRANSACTIONS

Search for

(Search Fields: Ttem Humber, Serial Number, Model Humber or Manufacturer]

Transaction Type | All v

Item Number | Al

v

Scan Location | Al

.

Scan Sub Location | 400

401

Transaction Date |

Requestor [ All -

_—

Transaction | Scan Scan Class
Type Lacation | Sub Code
Location

ax [

a
Confirm

18 Tter

Class
Description

Dz0034 | 0081 DwD PLAYER | JDOPOO3001i2 DS051il | BANYE

1

/Page | Go

A,/ A

020024 | 0081 DWD PLAYER | JDOPO0S0012 DS0F11 | BANVO

X O T

Confirm

020023 | 2423 LAPTOP £-PO9asL- Ap- ACER.
LE)

@ X [ add 020033 | 2423 LAPTOR $-PO999L- AB- ACER.
oog 0012

< |

¥ Reports

$50,00

$1,200.00 | 10010

123456789123456

200123696547145

} Physical Inventory / Cycle Count  F Configuration

o ge L
Serial Model Original | P.0. Accounting Code | Program / | Vendor | Vendor Name New
Number: Number Cost Number Project | Number Lacatio

~

31893 | HILTON

31893 | PRESENTATION

SOLUTIONS

£

I3

ADC Integrated Systems, Inc.
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Tag Confirm Transaction Data Flow

Upload from Handheld
Matching Transaction for

Asset In Incomplete
Transactions?

TAG CONFIRM YES - Incomplete ADDand

TAG Confirm moved t
Approved Transactions

Transaction

NO
Approved
Transactions
Unapproved
Transactions

- ERROR
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Move

The Move Transaction is used to manage inventory at each individual Location. No approval of Move
Transactions is needed by the Office of Asset Management. It is simply there to allow grouping of Assets

in the system into the actual rooms they are stored or used in.

Whenever you move an Asset around your facility then record the Move with your Handheld.

B WindowsCE CEx
Move
Room:
Asset Tag:
Last Asset: Next
Room
Cancel OK
£ [[rve EEEEDEE

Scan or key in the Room number and then scan the Asset Tag.

B WindowsCE CEx
Move
Room:
0100
Asset Tag:
287010
Last Asset: Next
Room
Cancel OK
2 [[move EEEEDE]E

You can scan multiple Assets after the Room as been entered. The Handheld will continue to prompt for

Asset Tag until you click on ‘Next Room’ or ‘Cancel’.

You can move an Asset from a Room to ‘No Room’ by leaving the Room prompt empty. The Handheld

will ask for confirmation of ‘Continue without a Room’.

Fle Zoom Tools Help

Move

Room:
Asset AssetManagementHH
Continue without a Roorm?
Yes | No
Last ASSET 257010 ext
Room
Cancel OK
8|ane ‘@@f@’lﬁl%

ADC Integrated Systems, Inc.
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If you click ‘Yes’ then you will be allowed to scan ‘Asset Tags’ without a Room.

M YfindowsCE EIE‘E‘
Move
Room:
Asset Tag:
291664
Last Asset: MNext
Room
Cancel 0K
ﬂanve ‘@@.‘3‘@’

After the Asset Tag is scanned and saved in the Handheld it will display the Last Asset scanned. This is

helpful if you get interrupted while scanning your Moves.

M y/indowsCE CEx
Move
Room:
Asset Tag:
Last Asset: 291664 Next
Room
¥ |[move ‘@@f@”ﬁl%

ADC Integrated Systems, Inc.
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Upload and Process Move Transactions

At this point the Move data can be uploaded to the system. Simply place the Handheld in its cradle and
wait for the ‘Lock’ screen to appear.

Selecting the ‘Approved Transactions’ screen will show the Move Transactions for the Assets. But if
there are invalid Move Transactions they will be placed in the Unapproved Transactions list. They can
be reviewed and the Location notified of the error and then Denied. Invalid transactions in the
Unapproved Transactions list cannot be fixed and then Approved.

/= approved Transactions - Windows Internet Explorer

6{‘-}' |g, http:/f192.168.6,127/MCS/ TransackionsfShowTransactionsTable, aspx? V| @ 5|

';'l Goaogle

Elle Edit Wew Favorites Tools Help

¢ Favarites ‘@Appruvsdﬁansactluns | | fi - B [ o= - Page~ Safety~ Took~ (@~ i

b Inventory b Unlock Scanner  p Scanned Transactions ) Manual Add New Asset } Physical Inventory / Cycle Count

- Unapproved Transactions
Bl APPROVED TRANSACTION Incomplete Transactions
} Approved Transactions

Approved Transaction Histol
Denied Transacifpproved Transactions fr5er or Manufacturer]

} Reports

Search for

(Search Fields
Transaction Type [All [

Item Number |All »
Scan Location |050-Richland Elem (%

Scan Sub Location

Transaction Date |
Requestor |All v
Status [All v =

m d4 4« Il = of 1P Pp 21tems Bl ¥ /Pace | Go

Transactio Sean Scan Class | Class Description Model Original | P.O. | Accounting | Program / | Vendor Comments
Type Location |  Sub Code Number Cost | Number Code Project | Number Loc |
Location

@, ]| Move 050- 073722 | 5165 | BASS DRUM, 73722 SLINGERLAND
Richland CONCERT
Elem

@, ]| Move 050- 021213 | 65300 | BAND 5840 315 SHURE
Richland AMPLIFIER/SPEAKER
Elem

Copyright @ 2010 ADC Integrated Systemns, Inc. All rights reserved. ¥1.00.07
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Move Transaction Data Flow

Upload from Handheld

Valid Move
MOVE
Transaction YES
NO Approved
Transactions
Unapproved
Transactions

- ERROR
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Transfer Out

To transfer Assets from one Location to another you must do a Transfer Out transaction. Select
‘Transfer Out’ from the Handheld Main Menu.

M WindowsCE Q@E‘

fle Zoom Tools Help

Transfer Out

Transfer To Location:
&
To Sub Loc:  Attention To:
Asset Tag:
New Last Asset: New
Location Sub Loc
New
Cancel Atin. To OK
& ITranstr Out ‘®f®5 ’ﬁl =

Select a ‘Transfer To Location’ from the dropdown list. Then enter a ‘Sub Location’. Most school

locations do not have ‘Sub Locations’ so this would be left blank by pressing Enter. The Handheld will
confirm the absence of a ‘Sub Location’. Click ‘Yes’ to continue.

Fle Zoom Tools Help

Transfer Out

Transfer To Location:

[o02-Berclair Elem [

To Sub Loc: i e
AssetManagementHH

Continue without a3 To Sub
Asset | |ocation?

N

Location Sub Loc

New
Cancel Atn. To OK

|25 |[rrarster out EEEE

Enter the person who will be receiving the transfer in the ‘Attention To’ field.

M YindowsCE E@E‘
Transfer Out
Transfer To Location:
[o02-Berclair Elem [
To Sub Loc:  Attention To:
\ | [MRS. SMITH |
Asset Tag:
New Last Asset: New
Location Sub Loc
New
Cancel Atn. To QK
ﬂl‘rransf&r Out ‘ @B -
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After entering the ‘Attention To’ name and pressing Enter you are ready to scan Assets to be

Transferred.

M yindowsCE LE®E

Transfer Out

Transfer To Location:

[oo2-Berclair Elem [
To Sub Loc: Attention To:

\ | [Mrs. SMITH |
Asset Tag:

New Last Asset: New
Location Sub Loc
New
Cancel Attn. To oK
Fl ITranstr out ‘@@_ﬁ@’ ’E‘%

Scan your first Asset to Transfer.

M y/indowsCE CEx

Transfer Out
Transfer To Location:
[po2-Berclair Elem [
To Sub Loc: Attention To:
| [MrS. SMITH |

Asset Tag:

287014

New Last Asset: New
Location Sub Loc

New
Cancel Attn. To oK

Fil ITranstr out ‘@@_ﬁ@’ ’E‘ =

After scanning the Asset it will show under the ‘Last Asset’ label. This will assist you in continuing

scanning if you get interrupted.

There are buttons available to change any of the following while you are processing your Transfers:

e New Location
e New Sub Location
e New Attention To

Each of these can be changed individually.

ADC Integrated Systems, Inc.
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Upload and Process Transfer Out Transactions

At this point the Transfer Out data can be uploaded to the system. Simply place the Handheld in its
cradle and wait for the ‘Lock’ screen to appear.

Transfer Out Transactions must be approved by the Office of Asset Management.

{= Unapproved Transactions - Windows Internet Explorer

5;/)7 [ ] http1192.168 6. 127 M Sfhew Transactions/ShowhewTransactionsTable. aspx? DIENEES |-;T|Guug\a

File Edt Wew Favortes Tooks Help

¢ Favarites ‘@Unappmvedﬁansaﬁhnns ‘ | % v B - = g - Page~ Sefety~ Toos v @+

} Inventory ) Unlock Scanner ) Scanned Transactions ) Manual Add New Asset ) Reports ) Physical Inventory / Cycle Count

B UNAPPROVED TRANSACTIONS

Search for | =2

(Search Fields: Item Mumber, Serial Number, Model Number or Manufacturer)

Transaction Type [All %
Item Number [All %
Program / Project [al %
Scan Location | 050-Richland Elem

Scan Sub Location

Transaction Date | [

Requestor [All ~ ﬂ
4B wof1 P |ke 1rtems il ¥ /Page| Go
Transaction | Scan Scan clas Class Manufacturer nccnunum_; umgram,' Comments
Type Location | Sub Description llllmhgr
Location
@, [ Transfer 050- 038107 | 6719 | COSMETOLOGY | 11118 | DSC ALLENTOWN
out R. hland SCIENTIC Brookr|
ASSOCT

Copyright ® 2010 ADC Integrated Systems, Inc. Al rights reserved. V1.00.07
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All valid Approved Transfer Out Transactions will be removed from the Unapproved Transactions list and

moved to the Incomplete Transactions list awaiting:

e Receive Transfer Transactions from the Receiving Location for the Transfer
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complete Transaction: ternet Explorer

GO

e Edt Yew Favortes Tools Help
5l Favorites ‘@Incumplsteﬁaﬂsactiuns | | ﬁ = = @ v Page v Safety ~ Tools - @'
|

v |g htp:f192.168.6.127MC 5/ Incomplete TransactionsfShowIncomplete TransactionsTable. aspx?

3

» Manual Add New Asset s Physical Inventory / Cycle

(Search Fields: Item Number, Serial Number, Model Number or Manufacturer)

Search for

Transaction Type |All v

Item Number [All -
ram / Project [All v

Scan Location |050-Richland Elem (%

Scan Sub Location

Transaction Date |

Requestor [All -
status [Al - =
m. 4 SofL P M Fiems I ¥ /P Go
Transaction | Scan | Scan | Item |Class [ Model | Manufacturer Accounting | Program / Vendor | Vendor
Type  |Location| Sub | MNumber | Code | Description Humber [ Project Name | Supplied
Location
Gk D Transfer 050- 098107 | 6719 | COSMETOLOGY 11118 DsC ALLENTOWN
Out Richland SCIENTIC
Elem ASSOCI
@ || Transfer as0- AS2718 | 2434 | COMPUTER KCYA7TR | B187- | IBM EXCEP
out Richland D1y CHLD
Elem
@ |[7]| Transfer 050~ AS2715 | 2434 | COMPUTER KCYA7EY | B187- | IBM EXCEP
Out Richland D1y CHLD Ll
< il | =]
& mtermet 5 v ®Bwon v
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Transfer Out Transaction Data Flow

Approved by Admin -
Unapproved Move to Incomplete Incomplete

Upload from Handheld Transactions Transactions awaiting Transactions
TRANSFER RECEIVE
TRANSFER OUT

Transaction
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Receive Transfer
When Assets are delivered to your facility by the Office of Asset Management as Transferred Assets you
will use the Receive Transfer Transaction to complete the transfer to your inventory.

Select ‘Receive Transfer’ from the Handheld Main Menu

B WindowsCE Ex
Receive Transfer
Sub Location:
Asset Tag:
Count: 0
Last Asset:

Next Sub Next
Location Room
Cancel OK
Fil IRE!IZE!IVE Transfer ‘ [B) @ =@ |ﬁ| =

Enter your appropriate ‘Sub Location’ and ‘Room’ for the Asset. Then scan the Asset Tags being

received.
B WindowsCE CEx
Receive Transfer
Sub Location: Room:
: 0500
Asset Tag:
287017
Count: 0
Last Asset:
Next Sub Next
Location Room
ﬂlReceive Transfer ‘ BB |§| =

The Handheld will count the Assets received into the Room and show you the Last Asset scanned.

M WindowsCE CE®
Receive Transfer
Sub Location: Room:
: 0500
Asset Tag:
Count: 1
Last Asset: 287017
Next Sub MNext
Location Room
ﬂlReceive Transfer ‘ BB @ E‘ =
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While scanning Assets you may also choose to change either of the following:

e Next Sub Location — most users will be dealing with only one Sub Location if they even have it at
all
e Next Room — helpful for inventory management to Receive the Asset to the Room it will be used

in
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Upload and Process Receive Transfer Transactions

At this point the Receive Transfer data can be uploaded to the system. Simply place the Handheld in its
cradle and wait for the ‘Lock’ screen to appear.

Selecting the ‘Incomplete Transactions’ screen will show the absence of our previous Transfer Out
transactions for the Assets.

Click on the ‘Approved Transactions’ menu option from the ‘Scanned Transactions’ menu options to see
the Receive Transfer Transactions. If the system finds Transfer Out Transactions that match the
incoming Receive Transfer Transactions then no action is required on your part. But if there are invalid
Receive Transfer Transactions they will be placed in the Unapproved Transactions list. Invalid
transactions in the Unapproved Transactions list cannot be fixed and then Approved.

(= Approved Transactions - Windows Internet Explorer

mﬁ' |g, hitkp: i/192.168.6,127/MC S Transactions/ShowTransackions Table, aspx? V‘ @ || % |=T'Googla

File Edit View Favorites Tools Help

77 Favarites ‘@AppmvadTransachnns | | % v BE) 0 O dm v page~ Safety~ Tads~ @

) Inventory ) Unlock Scanner ) Scanned Transactions ) Manual Add New Asset ) Reports ) Physical Inventory / Cycle Count

E APPROVED TRANSACTIONS

Search for [ Mo |

(Search Fields: Item Mumber, Serial Number, Model Number or Manufacturaer)

Transaction Type |Transfer Out (™
Item Number |All -
Scan Location |050-Richland Elem (%

Scan Sub Location

Transaction Date [
Requestor [All v
status [all v Mo |

4 <[l ¥ of1 b |p¢  1ltems | Bl ¥ /Page

Transaction | Scan Scan Uass Class Ong- P.O. Accnllntlng Program / | Vendor | Vendo
Type Location |  Sub Description uumhgr Number Project | Number Name L_a
Location

Q D Transfer 050- 098107 | 6719 | COSMETOLOGY | 11118 DsC ALLENTOWN
Out Richland SCIENTIC Eruokme
Elem ASSOCI E

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07
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Receive Transfer Transaction Data Flow

TN

Upload from Handheld

Matching TRANSFER OUT

RECEIVE TRANSFER ;
- Transaction for Asset In
Transaction )
Incomplete Transactions?
YES - Incomplete
TRANSFER OUT and
RECEIVE TRANSFE

moved to Approved
Transactions

NO
Approved
Transactions
Unapproved
Transactions

- ERROR
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Stolen
To report a Stolen Asset select ‘Stolen’ from the Handheld Main Menu. This cannot be processed until a

Police report has been filed.

Key in the Police Report and press Enter.

B WindowsCE = ]
Stolen
Police Report:
Asset Tag:
Count: 0
Last Asset:
Next
Police
Report
Cancel OK
ﬂlstulan ‘@@f@”ﬁl%

Key in the Asset Tag for the Stolen Asset and then press Enter. Note that the scanner is not functional

for scanning the tag since it was attached to the stolen item.

B WindowsCE FEX

Stolen

Police Report:
‘0987—001928009}\] |
Asset Tag:
B61903
Count: 0
Last Asset:

Next

Palice

Report

Cancel oK

ﬂlstolan ‘@@.‘3‘@’

If there were multiple items reported on the same Police Report you can continue to enter additional
Assets. The Handheld will keep count of the items and show you the last one entered. If you are
processing multiple Police Reports at one time you can click on ‘Next Police Report’ and continue.

M YWindowsCE g@g\

Stolen
Police Report:
[0987-001928009A1 |

Asset Tag:

Count: 1
Last Asset: B61903

Next
Palice
Report

Cancel 8]

¥ |[stolen ‘@@;}7@' ’ﬁ'%
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Upload and Process Stolen Transactions

At this point the Stolen data can be uploaded to the system. Simply place the Handheld in its cradle and

wait for the ‘Lock’ screen to appear.

Stolen Transactions must be approved by the Office of Asset Management.

{= Unapproved Transactions - Windows Internet Explorer

g\:;rv |§| http:f192.168.6.127/MC5/MewTransactions/ShowhewTransactionsTable, aspx? V| G|+ % |§GUUg|E

File Edit ‘Wew Favorites Tools Help

{} Favorites | @ Unapproved Transactions | |

& - B = @ ~ Page ~ 3Safety ~ Tooks + @v i

E UNAPPROVED TRANSACTIONS

(Search Fields: Item Mumber, Serial Number, Model Number or Manufacturar]

Transaction Type |All R

Search for |

Item Number [Al b

Program / Project |Al v

Scan Location |050-Richland Elern [¥

Scan Sub Location

Transaction Date | [

Requestor |All v
wduaeld

¥ /Page Go

44 <[l v of1| P Pr  1ltems [

Transaction | Scan Scan Class Model | Manufacturer P.0. | Accounting | Program / | Vendor]|
Type Location Sub Description Number Number Code Project Numbei
Location

} Inventory ) Unlock Scanner ) Scanned Transactions ) Manual Add New Asset ) Reports ) Physical Inventory / Cycle Count

~

%D Stolen 050- 191757 | 1117 | VCR/VIDEOQ | 1613X30039 | VPDT6E48 | BROKSONIC
Richland MIXER
Elem

< i

v

3

0 Internet

-

F100%
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Click on the ‘Approved Transactions’ menu option from the ‘Scanned Transactions’ menu to see the
Approved Stolen Transactions.

(= Approved Transactions - Windows Internet Explorer

%ﬂ - |g, hkbp f1192,168,6,127 M5 Transackions/ShowTransactionsTable, aspx? V| @ *|| % mGoogle

File Edit Wew Favorites Tools Help

. — »
5.7 Faworites ‘@Appmved Transactions | ‘ ﬁ B = @ v Page v Safety ~ Tools - @‘

~

} Inventory ) Unlock Scanner  p Scanned Transactions b Manual Add New Asset ) Reports ) Physical Inventory [ Cycle Count

B APPROVED TRANSACTIONS

Search for | ﬂ

(Search Fields: Itam Number, Serial Number, Model Number or Manufacturer)

Transaction Type |Stolen [
Item Number |All v
Scan Location |[050-Richland Elem (%

Scan Sub Location

Transaction Date |
Requestor |All )
Status [All v =

‘m 444 S cf1| b PF 1lems NN ® /Page| Go

Transaction | Scan Scan Class Class Model | Manufacturer P.0. | Accounting | Program / | Vendor
Type Location | Sub Code | Description Number Number Code Project | Numbe:
Location

@ |[]| stalen 050- 131757 | 1117 | VCR/VIDEO | 1613X30033  VPDTE48 | BROKSONIC
Richland MIXER
Elemn
3
4 i ¥
€D nternet R S
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Stolen Transaction Data Flow

Approved by Admin -
Unapproved m Accepted

Move to Accepted )
Upload from Handheld Transactions Transactionps Transactions

STOLEN Transaction
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Disposal Request

For an Asset to be disposed the Location must submit a Disposal Request. Select Disposal from the
Handheld Main Menu.

There are three ‘Reasons for Disposal’. Each will be reviewed separately.

e Traded
e Obsolete
e Damaged/Vandalized

B WindowsCE FEx

File Zoom Tools Help

Disposal Request

Reason for Disposal:
I
0Old Asset Tag:
Comments:
Last Asset:
ﬂlDisstal Request ‘ BB E‘ =

Disposal Request - Traded

Enter the following on the Disposal Request screen:

o Select ‘Traded’ and press Enter
e Scanthe ‘Old Asset Tag’ being traded

e Enter the reason for the Trade in the ‘Comments’ field and press Enter

B WindowsCE EEX

Disposal Request
Reason for Disposal:
|Traded
0Old Asset Tag:
Comments:
BROKEN KEYS|
Last Asset:

[-]

Fi IDisstaI Request ‘ BB ’E‘ =
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Because the Asset is being Traded the system requires information about the new Asset being put in its
place. It first wants to know if the replacement is from a ‘New Manufacturer’.

M WindowsCE Q@E‘

fle Zoom Tools Help

Disposal Request

New Manufacturer?

Yes No

Cancel

Fil IDlsstaI Request ‘ Bl = ’E‘ =

If you select ‘Yes’ to the question of ‘New Manufacturer’ you will be given the following screen to enter
the ‘Manufacturer’ name.

B WindowsCE FEx
Disposal Request
Manufacturer:
[rAMAHA] |
Cancel oK
ﬂlDisstal Request ‘ BB E‘ =

After completing the question of ‘New Manufacturer’ you will be questioned about whether the
replacement is a ‘New Model’ or not.

B WindowsCE FEX
Disposal Request
New Model?
Yes No

Cancel

¥ IDlsstaI Request ‘ BB B
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If it is a New Model click ‘Yes’ and you will be taken to the following screen to enter the Model.

B WindowsCE FEx
Disposal Request
Model:
[y-10001] |
Cancel OK
ﬂlDisstal Request ‘ (B %1

After completing the ‘New Model’ question you will be asked if the Asset is Vendor Supplied. This
qguestion simply means is the Asset already supplied with an Asset Tag from the Vendor.

B WindowsCE FEX
Disposal Request
Vendor Supplied?
‘ Yes | ‘ No |
Cancel
Fil IDlsstaI Request ‘ Bl@ =B ’ﬁ' =

If the Vendor has tagged the Asset with an Asset Number then click ‘Yes’ and you will be taken to the
following screen to enter:

e Asset Tag — applied by Vendor
e Serial Number — this can be scanned if a barcode is available or keyed on the keyboard

B WindowsCE FEX

Ele Zoom Tools Help

Disposal Request

Asset Tag:

T23909

Serial Number:
[sN-00090-0013

Cancel OK

ﬂlDlsstal Request ‘ B @ -

If the Asset was not ‘Vendor Supplied’ then the previous screen would not have asked for an Asset Tag,

only the Serial Number.
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After entering the Serial number the Handheld will go back for the next Asset Tag being Traded.

M WindowsCE =1

Ele Zoom Tools Help

Disposal Request
Reason for Disposal:
[Traded [
0Old Asset Tag:

Comments:

Last Asset: 306370

Cancel OK

ﬂlDisstal Request ‘ B @B
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Disposal Request - Obsolete

Enter the following on the Disposal Request screen:

e Select ‘Obsolete’ and press Enter
e Scan the ‘Old Asset Tag’ being disposed
e Enter the reason for the Trade in the ‘Comments’ field and press Enter

M WindowsCE CEX

Disposal Request
Reason for Disposal:

[Obsolete [
0Old Asset Tag:

Comments:

TONER NO LONGER AVAILABLE [~

Last Asset:

Cancel OK

ﬂlDispnsal Request ‘ B @B

After entering the data requested the Handheld saves the Disposal Request and returns for the next

Asset Tag to be disposed.

B WindowsCE EEJE‘

fle Zoom Tools Help

Disposal Request
Reason for Disposal:
[Obsolete [
0ld Asset Tag:

Comments:

Last Asset: 306382

Cancel OK

Fi IDlsstaI Request ‘ [ ’ﬁl =
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Disposal Request - Damaged/Vandalized

Enter the following on the Disposal Request screen:

e Select ‘Damaged/Vandalized’ and press Enter
e Scanthe ‘Old Asset Tag’ being disposed

e Enter the reason for the Trade in the ‘Comments’ field and press Enter

M WindowsCE CEX

Disposal Request

Reason for Disposal:
|DamagedNandaIized E|
0Old Asset Tag:

Comments:

STUDENT DROPPED IN WATER [~
WHILE FILMING CLASS PROJECT]|

Last Asset:

Cancel OK

ﬂlDispnsal Request ‘ B @B

After entering the data requested the Handheld saves the Disposal Request and returns for the next
Asset Tag to be disposed.

B WindowsCE EEJE‘

Disposal Request

Reason for Disposal:
|Damaged/\/anda|ized E|
0ld Asset Tag:

Comments:

Last Asset: 306389

Cancel OK

Fi IDlsstaI Request ‘ [ ’ﬁl =
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Upload and Process Disposal Request Transactions

At this point the Disposal Request data can be uploaded to the system. Simply place the Handheld in its
cradle and wait for the ‘Lock’ screen to appear. After the ‘Lock’ screen is displayed select ‘Unapproved
Transactions’ from the ‘Scanned Transactions’ menu options.

Disposal Request Transactions must be approved by the Office of Asset Management.

{= Unapproved Transactions - Windows Internet Explorer

@;;V \g, httpi/f192,168.6,127/MC5{NewTransactions/ShowNewTransactionsT able, aspx? V| ||| % |:T'Guug\e

File Edit Yiew Favorites Tools Help

¢ Favorites | (& Unappraved Transactions

| & - B = @ ~ Page v 3afety + Tools = @v

~

p Inventory ) Unlock Scanner  p Scanned Transactions  p Manuwal Add New Asset  p Reports  p Physical Inventory f Cycdle Count

E UNAPPROVED TRANSACTIONS

(Search Fields: Item Number, Serial Number, Madel Number or Manufacturer)

Search for |

Transaction Type |All v
Item Number |All v
Program / Project |All a

Scan Location |050-Richland Elem (¥

Scan Sub Location

Transaction Date | |

Reguestor |All - ﬂ

44 4 wofi b pp  1ltems |l ¥ /Pag=| Go

VES TN Y
Transaction | Scan Scan Class Class Model | Manufacturer | Original Accounting | Program [
Type Location Sub Description Number Cost Code Project 2
Location

@, []| pisposal 0s50- 225830 | 6789 | FAMILY &
Regquest Richland CONSUMER
Elem SCIENCE =
w
£ i 3
Done @ 1nternet G v Mo <

All valid Approved Disposal Request Transactions for Obsolete and Damaged/Vandalized will be
removed from the Unapproved Transactions list and moved to the Incomplete Transactions list awaiting:

e Disposal Receive Transactions from the Office of Asset Administration
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{= Incomplete Transactions - Windows Internet Explorer

@\:;E' |g, http:fi192,168,6,127 MCS IncompleteTransactions) ShowIncompleteTransactionsTable, aspx? V| @ || X EGoogle

File Edit Miew Favorites Tools  Help

57 Favarites |@IncompleteTransactions | | fi v B) 0 o= v Page~ Safety~ Took~ @+

b Inventory ) Unlock Scanner p Scanned Transactions p Manual Add New Asset  p Reports  p Physical Inventory [ Cycle Count

E INCOMPLETE TRANSACTIONS

Search for | ﬂ

(Search Fields: Item Number, Serial Number, Maodel Number or Manufacturer)

Transaction Type |Disposal Request %

Item Number |Al

| A

Program [ Project |All .

Scan Location |050-Richland Elem W

Scan Sub Location

Transaction Date |
Requestor |All .
Status |All . ﬂ

m <4< [l % -1 PP 1items ECJN % /Paa=| Go

Transactio Scan Scan Class Class Serial Model Original P.O. Accounting | Program / | Vendor
Type Location Sub Code | Description | Number | Number Cost Number Code = Number
Location

Q []| pispesal 050- 225820 6789  FAMILY &
Request Richland CONSUMER
Elem SCIENCE

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07

< 1l L2

Done & Internet v v H100% -

For Traded items there is no other scan required if it was ‘Vendor Supplied’. When an Asset is traded
the old Asset is removed and a new one left in its place. Therefore the approved ‘Vendor Supplied’
transactions are moved to the Approved Transactions list. If the new Asset was not scanned as ‘Vendor
Supplied’ then an Add transaction will be placed in the Incomplete Transactions awaiting Tag Confirm.
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Disposal Request Transaction Data Flow

\ Unapproved Approved by Admin

Upload from Handhel Transactions

DISPOSAL REQUEST

Transaction

NO — OBSOLETE or
DAMAGED/
VANDALIZED - Move to
Incomplete Transactions
waiting for matching
DISPOSAL RECEIVE

Incomplete
Transactions

NO — Create Add
Transactions waiting for
matching TAG
CONFIRM

Vendor Supplied? YES

NO - create Dispose,
Transaction

Approved
Transactions

YES - create Dispose and
Add Transaction:

Approved
Transactions
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Reactivate
To put an Asset back into inventory that was previously taken out as Stolen, Missing or Scrapped then
you would use Reactivate. Click ‘Reactivate’ at the Handheld Main Menu.

M WindowsCE Q@E‘

fle Zoom Tools Help

Reactivate

Asset Tag:

Serial Number:

Comments:

Last Asset:

Cancel 0K

Fil IReactlvate ‘@@,&«@' ’E‘%

Enter the following values:

o AssetTag
e Serial Number
e Comments — why this Asset is being reactivated

File Zzoom Tools Help

Reactivate

Asset Tag:
Serial Number:
lu36153925
Comments:

WAS SCRAPPED BUT SPARE =
PARTS FOUND AND WAS FIXED

-

Last Asset:
L IReacthate ‘ BRI ’ﬁl =

After the data is saved the handheld will clear the screen for the next Asset to Reactivate. The Last
Asset entered is displayed near the bottom of the screen for confirmation.

B WindowsCE EEX

Reactivate

Asset Tag:

Serial Number:

Comments:

Last Asset: 279661

Cancel OK

ﬂlReactivate ‘ BB LB
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Upload and Process Reactivate Transactions
At this point the Reactivate data can be uploaded to the system. Simply place the Handheld in its cradle

and wait for the ‘Lock’ screen to appear.
Reactivate Transactions must be approved by the Office of Asset Management. Select ‘Unapproved

Transactions’ from the ‘Scanned Transactions’ menu options.

{= Unapproved Transactions - Windows Internet Explorer

@@r' |g, http:/192,168.6.127/MCS/MewTransactions/ShowhewTransactionsTable, aspx? V| B |+ | X |?'Google

File Edit Miew Favorites Tools  Help
& A | = @ ~ Page -~ Safety + Tools ~ @v ?

77 Favorites | /€ Unappraved Transactions

b Inventory ) Unlock Scanner p Scanned Transactions p Manual Add New Asset  p Reports  p Physical Inventory [ Cycle Count

E UNAPPROVED TRANSACTIONS

Search for |
(Search Fields: Item Number, Serial Number, Maodel Number or Manufacturer)

Transaction Type |All .

Item Number |All A

Program [ Project |All .

Scan Location |050-Richland Elem W

Scan Sub Location

Transaction Date |
Requestor |All .

wofi| P pp 1 Items | B

w /Page | Go

GENAND WK
Transactio Scan Scan Class Class Serial Model Original P.O. Accounting | Program / | Vendor d
Type Location Sub Code | Description | Number | Number Cost Number Code Project Number
Location I

090750 | 2436 | DISC/HARD | 793619 | AZMOO03 | APPLE

@, []| Reactivate | 050-
Richland DRIVE
Elem

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07

. ,100%

>

£ 1]
e Internet 3 T

Done

Click on the ‘Approved Transactions’ menu option from the ‘Scanned Transactions’ menu options. You
can now see the Approved Reactivate Transactions. But if there are invalid Reactivate Transactions they

will be placed in the Unapproved Transactions list.

Page 61

ADC Integrated Systems, Inc.



Approved Transactions - Windows Internet Explorer.

@g__;ﬂ - |g, http:f§192,168,6,127MCS Transactions!ShowTransactionsTable, aspx?

Ba

File Edit Miew Favorites Tools  Help

77 Favorites | /& fipproved Transactions | |

+* Page v Safety ~ Tools = @v i

b Unlock Scanner ) Scanned Transactions p Manual Add New Asset  p Rep

E APPROVED TRANSACTIONS

Search for | ﬂ

(Search Fields: Item Number, Serial Number, Maodel Number or Manufacturer)

Transaction Type |Reactivate W

Item Number |All A

Scan Location |050-Richland Elem W

Scan Sub Location

Transaction Date

Requestor |All .

Status |All . ﬂ
PPE RN T

44/ 4} wof1 PP 1ltems |l ¥ /Page| Go

Transaction Scan Scan Class Class Serial Model Manufacturer | Original
Type Location Sub Code | Description | Number | Number Cost
Location

%D Reactivate 050- 090750 | 2436 | DISC/HARD | 793619 | AZMO0O3 | APPLE
Richland DRIVE
Elem

Accounting | Program / | Vendor
Code Project Number

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07

£ 1] ]

>

Done

0 Internet

v v H100% -
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Reactivate Transaction Data Flow

Approved by Admin -
Unapproved m Accepted

Move to Accepted )
Upload from Handheld Transactions Transactions Transactions

REACTIVATE

Transaction
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Physical Inventory

The Physical Inventory transaction is used when you must count your entire Asset inventory. Click
‘Physical Inventory’ on the Handheld Main Menu.

If your Location does not have Sub Locations then Sub Location will be disabled. If you do have Sub
Locations then select the proper Sub Location from the dropdown list.

B WindowsCE FEx

File Zoom Tools Help

Physical Inventory

Sub Location:

Room:

I

ﬂlphysica\ Inwentory ‘ BB E‘ =

Enter the Room number you are counting in. If your inventory is not segmented by Rooms then you can

press Enter without putting a value for Room. The Handheld will confirm that you want to ‘Continue
without a Room’.

Note: When you use Rooms during Physical Inventory, any Assets found in that Room will be updated in

Inventory for that Room. So Physical Inventory is a great time to organize your inventory by Room while
doing your count.

fle Zoom Tools Help

Physical Inventory

Sub Location:

Room: AssetManagementHH

Continue without a Room?

Cancel OK

¥ IPhysl(a\ Inventory ‘ BB B

Now scan all the Assets in that Room.
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B WindowsCE FEx

Ele Zoom Tools Help

Physical Inventory

Room:
Asset Tag: |26896§
Count: 0
Total: O
Last Asset:
Missing Complete
Cancel oK
ﬂlphysi[a\ Inwentary ‘ B @B

As you scan ‘Count’ shows the number of Assets scanned in the current Room. ‘Total’ shows the total
counted in all Rooms during this scan session. When the Handheld is uploaded it will reset the ‘Count’

and ‘Total’ values.

B WindowsCE FEx
Physical Inventory
Room:
AssetTag: [ ]
Count: 1
Total: 1
Last Asset: 268968
Missing Complete
ﬂlphysica\ Inwentory ‘ BB E‘ =

To go to the next Sub Location or Room simply press ‘Cancel’ to move back one screen.

B WindowsCE EEX
Physical Inventory
Sub Location:
Room:
DEC
Cancel OK
ﬂlphysica\ Inventory ‘ A @B

Since the Room has been changed you can see that ‘Count’ is now 0 and ‘Total’ is showing the count of
the total Assets counted so far.
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B WindowsCE FEx

Ele Zoom Tools Help

Physical Inventory

Room: DEC
nssettag [ ]

Count: 0

Total: 5

Last Asset:
Missing Complete
Cancel oK
ﬂlphysi[a\ Inwentary ‘ B @B

After the first Asset is scanned in the new location ‘Count’ and ‘Total’ are updated accordingly.

B WindowsCE (=)
Physical Inventory
Room: DEC
AssetTag: ||
Count: 1
Total: 6
Last Asset: 291664
Missing Complete
Cancel OK

ﬂlphysl[a\ Inventary ‘ B @ -

While counting in a Room press ‘Missing’ and a list of the uncounted Assets in that Room will be
displayed. After reviewing the list click ‘Cancel’ to return to the scan screen.

B WindowsCE FEX

File Zzoom Tools Help

Physical Inventory - Missing

Room: DEC

Asset Tag Description
292470 ROLAND o
AB1139 IBM

AB1140 1BM

AB1143 1BM

AB1144 1BM

AB1145 1BM

AB1146 1BM

AB1147 1BM hd

Cancel

& |[Prwsical inventary - Missing ‘ A@ LB ’ﬁ' =
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Upload and Process Physical Inventory Transactions

At this point the Physical Inventory data can be uploaded to the system. Simply place the Handheld in

its cradle and wait for the ‘Lock’ screen to appear. You do not have to complete the whole Inventory

before uploading. You can do a portion of your count and upload it before doing the rest of the count.

You can also recount Assets with the scanner and upload again. The system will allow each scenario.

Physical Inventory Transactions are not individually approved. A Physical Inventory is Approved or

Denied only after the Location has submitted it as Complete.

To review the Physical Inventory select ‘Physical Inventory’ from the ‘Physical Inventory / Cycle Count’

menu options.

{= Inventory - Windows Internet Explorer

6@: - |g, http:fi192.168.6.127 /M5 Inventory Showlnventory Table, aspx?

v| W[ #2]| X |?'Guugle

File Edit Wiew Faworites Tools  Help

ﬁ Favorites ‘ @Invantory | ‘

»

& B = @ * Page » Safety » Tools » @v

} Inventory ) Unlock Scanner

} Scanned Transactions

B INVENTORY

Search for |

Class Code [All v

} Manual Add New Ass=t

(Search Fields: Item Number, Serial Number, Model Number, Manufacturer or Ve

~

} Reports ) Physical Inventory / Cycle Count

} Physical Inventory
Completed Physical Inventol
Physical Invanto
Cycle Count

Complatad Cycle Count

Acquisition Date | [

Program Praject
E Rate v

Location [050-Richland Elem %

Sub Location

Room [All |

Current Status Code w

<>

¥ of12 584 Iterns | [

Location Sub Clﬁs Class Description | Serial Number Acquisition P.O.
Location Hllmlmr Date Number

=3

w /Page

@ [ oso- 021213 | 6300  BAND 5840 SHURE 150.00 | 1/1/1969
Richland AMPLIFIER/SPEAKER
Elem
@[] oso- 073722 | 6165  BASS DRUM, 73722 SLINGERLAND | 125.00 | 3/1/1996 000
Richland CONCERT
Elem
@[] os0- 146566 | 1305 | COLOR TELEVISION | 435929 19NP18 SHARP 209.93  1/1/1983 v
< | >
& nternet Sh v Himw -
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Use this screen to review the progress of your Physical Inventory. By using the ‘Status’ filter you can
select ‘Missing’ to find Assets that have not been scanned.

Physical Inventory - Windows Internet Explorer,

5;; - \g, http:ff192.168.6,127/MCS/Physicallnventory/ShowPhysicallnventory Table, aspx?

File  Edit  Wiew

Favorites

Taools

Help

{2 Favarites | @Physical Inventory

-8 [ e v Page - Safety~ Took~ @@ =

} Inventory

B PHYSICAL INVENTORY

} Scanned

nsactions  } Manual Add New Asset ) Re

Search for |

(Search Fields: Item Number, Serial Number, Madel Number or Manufacturer)

Program [All

Location [050-Richland Elem %

Sub Location

Status | Al

sk

<

w

LR

of

Go

P (kb s3a1tems | Bl ¥ /P

Validate Inventory

Complete Inventory

ocation Sub
-ation

|sian out &
Hello Richland Use

} Physical Inven

Transaction
Date Time

@, 270150 | ASRK483685 | 2435 | PRINTER P110A2 EPSON o050- 100 10/2/2010 | RICHLAND | OK
Richland 1:27 BM USER
Elem
@, 270151 | 2100173002 | 1254 | VIDEO CAMCORDER | ZR10 CANON o0s0- 100 10/2/2010 | RICHLAND | OK
Richland 1:27 PM USER
Elem
@ 270152 | 18547017 1117 | VCR/VIDEO MIXER | VRAG31ATZZ | PHILIPS o0s0- 100 10/2/2010 | RICHLAND | OK
Richland 1:28 PM USER
Elem
@, 270152 | 24502201 1117 | VCR/VIDEO MIXER | VRAG31ATZZ | PHILIPS o50- 100 10/2/2010 | RICHLAND | OK
Richland 1:28 PM USER
Elem
@, 272155 | 11163-AQ 2434 | COMPUTER 3000 ALPHA SMART o50- 100 10/2/2010 | RICHLAND | OK
Richland 1:28 PM USER
Elem
@, 073722 | 73722 6165 | BASS DRUM, SLINGERLAND o50- 10/2/2010 | RICHLAND | Missing
CONCERT Richland 1:28 PM USER w
i L]
< Il | =
Done & Internet - Roon -
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Validate Physical Inventory
During the Inventory click ‘Validate Inventory’ to see whether your Inventory Count is ready to submit
for approval. The system will review several things:

e  Missing Assets Count
e Other scanned transactions in process that are not complete

All normal transactions (i.e. Add, Transfer, etc) must be completed before a Physical Inventory can be
completed.

Windows Internet Explorer, [‘5_<|

"j Unfinished transactions exist for counted Assets:

Missing Assets - 167
Approved Transackions - &

Complete Physical Inventory

After you have found all Missing Assets and are ready to submit your Inventory for approval then click
‘Complete Inventory’. Again the system will confirm that all Assets were counted and there are no other
unfinished transactions in process. If so you will be notified with a message giving you details of what
needs to be addressed.

Windows Internet Explorer, [‘5_<|

’T Unfinished transactions exist For counted Assets:
[ ]

Approved Transackions - &

When all transactions have been completed and the Inventory is Completed you will see the following
message.

Message from webpage rs_(|

' "_.,‘ Phrysical Inventory Completed Successfully
[
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Approve / Deny Completed Physical Inventory
After the Physical Inventory has been Completed by the Location it is reviewed by the Office of Asset
Management. While it is waiting for review it can be seen in ‘Completed Physical Inventory’.

mpleted Physical Inventory - Windows Internet Explorer

@? - |g, http:ff192.168.6.127/MCSCampletedPhysicallnventary 'ShowCompletedPhysicallnventory Tablez, asp V||E||§||Z| Google ||EE|
File Edit ‘Wiew Favorites Tools Help
iy Favorites |?@mpletedPhysicallnventory |_| Zi v B S deh v Page - Safety - Took- @
gn fad
Hello R

} Scanned Transactions  p Manual Add New Asset ) Re } Physical Inven / Cycle Count

B COMPLETED PHYSICAL INVENTORY

Location |050-Richland Elem %

Sub Location

Submitted Date Time | [ ﬂ

EEIRSD K RO s
S T S ™ BTy

= @, []| 050-Richland Elem 10/2/2010 1:36 PM Richland User
Completed Physical Inventory Detail l
w of 59| P PP 584 Items | [Tl % /Page| Go
Class Class Code Manufacture ransaction 4
Nnmber Code Desc Date Time
@, 270190 | ABRK4E8885 | 2435 | PRINTER P110AZ EPSON 10/2/2010 | RICHLAND  OK
Richland 1:27 PM USER
Elem
Gk 270191 | 2100173002 | 1254 | VIDEO CAMCORDER | ZR10 CANON 050- 100 10/2/2010 RICHLAND | OK
Richland 1:27 PM USER
Elem
@, 270192 | 16547017 1117 | VCR/VIDEQ MIXER | VRAGZ1ATZ2Z | PHILIPS 0s50- 100 10/2/2010 | RICHLAND  OK
Richland 1:28 PM USER
Elem
% 270192 | 24502201 1117 | VCR/VIDEOQ MIXER VRAB3Z1AT2Z | PHILIPS 050- 100 10/2/2010 RICHLAND | OK
Richland 1:28 PM USER
Elem
GL 272159 | 11163-A0Q 2434 | COMPUTER 3000 ALPHA SMART 050- 100 10/2/2010 RICHLAND | OK
Richland 1:28 PM USER
Elem
@ | noimim | snan fznn | nann 215 aulRE nsn- 1nimn1n | Rickland | mic 8
< ] >
Dane & Internet 4o v ®ioon -
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Physical Inventory History
After a Physical Inventory is approved for a Location it is stored in ‘Physical Inventory History’. This can

be viewed by selecting ‘Physical Inventory History’ from the ‘Physical Inventory / Cycle Count’ menu
options.

On the following screen particular counts can be reviewed or exported to Excel as needed for further
analysis. Summary information is also available:

e Total Assets
e Total Counted
e Total Missed (not counted)

ﬁ Physical Inventory History - Windows Internet Explorer

@:_:,;v |g, 192,168.6.127 "| Bl % |.—l |p -

File Edit Wew Favorites Tools Help

- § o O S
7.7 Favarites |§Physical Ireventory History | | & - B (] M v Page - Safety v Tools + @'

I‘ Hello Richland User

» Inventory b Unlock Scanner ) Scanned Transactions  p Manual Add New Asset ) Reports  p Physical Inventory / Cycle Count

I PHYSICAL INVENTORY HISTORY
Location |050-Richland Elem %

Sub Location

Submitted Date Time | |

Approved Date Time | |

2010
Year

widuaess S ot b P ems B § e o
S e S e B P e seprovet e e

050-Richland Elem 85 2010 | Richland User | 10/22/2009 2:56 PM | Keith Wood 10/22/200% 2:56 PM
Page 356 11 385
Total:
Grand 396 11 a5
Total:
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Physical Inventory Transaction Data Flow

Completed
N Physical /c\ .

omplete Inventory Physical
Inventory

Upload from Handheld Inventory

PHYSICAL
INVENTORY

Transaction

ENY — move transactions
bagk to Physical Inventory

Approve or Deny Inventory

APPROVE

Physical
Inventory
History
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Cycle Count / Audit

The Cycle Count transaction is used when you do a count of a subset of your Asset inventory. This is

handy throughout the year to do spot checks on the accuracy of you inventory. It helps keep the

inventory clean so that Physical Inventory has less reconciliation. Click ‘Cycle Count / Audit’ on the

Handheld Main Menu.

If your Location does not have Sub Locations then Sub Location will be disabled. If you do have Sub

Locations then select the proper Sub Location from the dropdown list.

B WindowsCE FEX
Cycle Count
Sub Location:
Room:
Cancel OK
Fil ICycIe Count ‘@@;ﬁ‘@’ ’ﬁl%

Enter the Room number you are counting in. If your inventory is not segmented by Rooms then you can

press Enter without putting a value for Room. The Handheld will confirm that you want to ‘Continue

without a Room’.

Note: When you use Rooms during a Cycle Count, any Assets found in that Room will be updated in

Inventory for that Room. So a Cycle Count is a great time to organize your inventory by Room while

doing your count.

B WindowsCE EEX

Cycle Count

Sub Location:
Room:
DEC
Cancel OK
ﬂl(yde Count ‘@@."ﬁ@’

Now scan all the Assets in that Room.
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B WindowsCE FEx

Ele Zoom Tools Help

Cycle Count

Room: DEC
nssettag [ ]

Count: 0

Total: O

Last Asset:
Missing Complete
Cancel oK
ﬂl(yde Count ‘@@J‘@’

As you scan ‘Count’ shows the number of Assets scanned in the current Room. ‘Total’ shows the total
counted in all Rooms during this scan session. When the Handheld is uploaded it will reset the ‘Count’

and ‘Total’ values.

B WindowsCE FEx

Cycle Count

Room: DEC
Asset Tag: |A61685]
Count: 1
Total: 1
Last Asset:
Missing Complete
ﬂlcycla Count ‘@@Jﬂ@’ ’Ell%

While counting in a Room press ‘Missing” and a list of the uncounted Assets in that Room will be
displayed. After reviewing the list click ‘Cancel’ to return to the scan screen.

B WindowsCE FEX
Cyde Count - Missing
Room: DEC
Asset Tag Description
AB2400 1BM
Cancel
Fi ICyElE Count - Missing ‘ BB
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Upload and Process Cycle Count Transactions

At this point the Cycle Count data can be uploaded to the system. Simply place the Handheld in its
cradle and wait for the ‘Lock’ screen to appear. You do not have to complete the whole Cycle Count
before uploading. You can do a portion of your count and upload it before doing the rest of the count.
You can also recount Assets with the scanner and upload again. The system will allow each scenario.

To review the Cycle Count select ‘Cycle Count’ from the ‘Physical Inventory / Cycle Count’ menu options.

(= Cycle Count - Windows Internet Explorer

5:_—‘; - ‘E, http:fdevswr/MCS/ CycleCount/ShowCycleCauntTable, aspx? V| || X |Google ‘ o=
File  Edit ‘iew Favorites Tools  Help
—— - »
W [@Cyde Courit I l - e - [k Page + {0} Tools +
Hell

} Inventory P Unlock Scanner F Scanned Transactions P Manual Add New Asset  F Audit Transactions  F Reports P Physical Inventory / Cycle Count b Configuration

B CYCLE COUNT

Search for | =
Class Code [ All

Program | All

Location | 002-Berclair Elem
Sub Location

Room | All

Current Location | All

Transaction Date Time

Complete Cycle Count
Status | All

Administrator Status | All

IsError |All | ﬂ
WA ekl AL

class Class Code Location | Sub Current | Current | Current | Transaction Administrator | Is
Description Location Location | Sub Room | Date Time Status Error
Location

<
<

n51584 KLBBBOM | 2434 COMPUTER | 830529U | IBM EXCEP 2/2/2010 KEITH | OK
CHLD Ee |a|r Ee rclair 5:56 PM wooD
Elem Elem
C%/—‘\51685 66FWBVY | 2427  MONITOR 8321- IBM EXCEP oo2- DEC 002- DEC 2/2/z010 KEITH | OK oK No
47N CHLD Berclair Berclair 5:56 PM wWooD
Elem Elem
Ck;‘-\EZ‘iDD KLEBAB7 | 24324 COMPUTER 8187- BM EXCEP 002- DEC 002- DEC 2/2/2010 KEITH | Missing | Missing Yes
Diu CHLD Berclair Berclair 5:57 PM wooD
Elem Elem
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Complete Cycle Count

After the Cycle Count is complete click on ‘Complete Cycle Count’ on the Cycle Count screen. The Cycle
Count transactions will be moved to Completed Cycle Count and the following confirmation message
will be displayed.

Windows Internet Explorer

' E Cycle Count Completed SuccessFully!
L

Completed Cycle Count

After the Cycle Count is completed by the Location it is moved to Completed Cycle Count. This can be
viewed by selecting ‘Completed Cycle Count’ from the ‘Physical Inventory / Cycle Count’ menu options.
There are no actions required on this screen. It is for historical viewing of previous Cycle Counts

= Completed Cycle Gount - Windows Internet Explorer

6::}" [ netpsiidevswr s complatedCycleCount/shomCompletedCydeCauntTable,aspx? | [42) (x| [#q cooce [[2]-

File Edt View Favortes Tools Help

i Faverites ‘eCDmpletEdCydECUunt | | B - Bl ) deh - page~ Safety - Tooks - @

*|sion out S | &
Hello MCS Adrmin

P Inventory P Unlock Scanner P Scanned Transactions P Manual Add New Asset P Audit Transactions P Reports P Physical Inventory / Cycle Count P Configuration

I B COMPLETED CYCLE COUNT

Site | O02-Berclair Elem %

[0 ]
Sub Location

Submitted Date Time | [ a

=%, 002-Berdair Elem 2/2/2010 5:56 PM Keith Waod

Completed Cycle Count Detail

Item Serial Class | Class Manufacturer | Program | Location | Sub Current Current | Transaction Status Adm:msh-atnr Error
Number | Number | Code | Description Location Site Room | Date Time atus Description

@, ~61654  KLBBBOM | 2434 | COMPUTER | 2305250 IBM ERCER 0oz- 00z- 2/2/2010 KEITH | OK
CHLE Eerclair Eerclair 5:56 PM WD
Elem Elem
@, A61685  GEFWBVT | 2437 | MOMITOR 6331 BM ERCER 0oz- DEC | 002- DEC 2/2/2010 KEITH | OK QK Ho
aFn CHLD EBerdair EBerclair 5:56 PM WOOoD
Elermn Elermn
@, 452400 KLBBAST | 2434 | COMPUTER | £187- M EXCER 0oz- DEC | 002- DEC 2/2/2010 KEITH | Miszing | Miszing Yas | Azzetnot
o1y CHLD EBerdair EBerclair 5:57 PM WOOoD scanned in
Elern Elern CVCLE COUNT
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Cycle Count Transaction Data Flow

/\ /\ Completed

Upload from Handheld Cycle Count omplete Cycle Count Cycle Count

CYCLE COUNT

Transaction
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Reports
In the Admin Web Application, click ‘Reports’ on the main menu. You will be presented with a list of
available reports. To run a report simply click on the report link in the list.

r'.:; Reports - Windows Internet Explorer.

= | | k| |+
6:.' & 192.168.6.,127 IENENES

File Edit ‘iew Favorites Tools  Help

¢ Favarites |@Repgrts | | & - B (=1 ég + Page - Safety = Tools = l@v ®

B 2B

Hello Richland User

b Inventory  } Unlock Scanner ) Scanned Transa s p Manual Add New Asset ) R } Physical Inventory / Cycle Count

REPORTS

“ 1 v of1l 15 items | B} ¥ /P=g=| Go

I:‘ Current location Assets

D Cycle Count - Items Counted

D Cycle Count - Items Missing

D Cycle Count - Items Out Of Place

D Ehysical Inventory - Items Counted

D EBhysical Inventory - Items Missing

D Ehysical Inventory - Items Out Of Blace

Copyright @ 2010 ADC Integrated Systems, Inc. All rights reserved. V1.00.07
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The report can also be ‘Exported’ to a file that you can save on your local computer. Simply click on the
down arrow to the right of ‘Select a format’, select your desired file type and then click ‘Export’.

Select a format V Export

Select a format

ML file with report data
C5W (comma delimited)
TIFF file

Acrobat (PDF) file

Web archive
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Current Report List

NoE

‘Current Location Assets’ — Current Asset Inventory for a Location and Sub Location

‘Cycle Count — Items Counted’ — Items that are in current Cycle Counts that have not been
Completed

‘Cycle Count — Items Missing’ — Items that were not found during the Cycle Count

‘Cycle Count — Items not At Proper Location’ — Items scanned in the Cycle Count that were found
at the wrong Location

‘Cycle Count — Items Out of Place’ — Items scanned in the Cycle Count that were found in the
wrong Room

‘Physical Inventory — Items Counted’ — Items that have been counted in the current Physical
Inventory

‘Physical Inventory — Items Missing’ — Items that were not found during the Physical Inventory
‘Physical Inventory — Items not At Proper Location’ — Items scanned in the Physical Inventory
that were found at the wrong Location

‘Physical Inventory — Items Out of Place’ — Items scanned in the Physical Inventory that were
found in the wrong Room
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Handheld Scanner Operation

The handheld scanner is a Motorola MC3000. It has been loaded with a custom application to collect
data for the AMSI system. Data can be entered either on the keyboard or with the integrated barcode
scanner. In some cases the scanner has been disabled when not appropriate for the particular input
field. The keyboard is always enabled.

SRV,

- G -

The handheld also has a touch sensitive screen for clicking on dropdown lists and buttons. There is an
integrated stylus to touch the screen with. CAUTION: Do not use a sharp object such as a pen, pencil or
metal tool to touch the screen. Doing so can damage the surface of the screen and render the touch
screen inoperable.

Keyboard Data Entry
When the cursor is in an input field press the desired keys on the keypad followed by the ENTER key. All
fields are accepted by pressing the ENTER key.

Scanner Data Entry
Please use caution with the integrated laser scanner. Under normal operating conditions it is
completely safe. Do not stare directly into the laser scanner while pushing the scanner button.

CAUTION

. LASEA LIEHT-
.

m D0 MOT STARE W1 BEAR

Fa i E80em-Elem LATER
5B BILLIWATT MAL_ OUTPUR
CLATS |1 LATER FRAOQUCT

When a field accepts scanned data you may activate the scanner by pressing the yellow ‘Scan Button’ on
the face of the handheld or one of the ‘Scan’ buttons on the side of the handheld. The scanner will
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illuminate its red laser beam as long as you hold a ‘Scan Button’. When the scanner successfully
decodes the barcode it will beep, display the data in the current input field and then turn the laser beam
off.

To read a barcode simply aim the red laser beam at the barcode so that the beam passes from one end
of the barcode to the other. If the beam does not pass completely through the barcode all at the same
time then the barcode will not decode. It is not necessary to move the beam from top to bottom of the
barcode. Simply hold the beam on the barcode and it should immediately decode. If the beam does not
pass all the way from one side of the barcode to the other then the scanner might be too close to the
barcode. For the AMSI Asset Tag the typical distance required between the barcode and the scanner is 5
to 10 inches.

Warm Boot Scanner
On occasion when the handheld does not appear to be operating correctly, you my try to reset it by
doing a ‘Warm Boot’ on the scanner.

1. Press and simultaneously hold 7,9 and Power. Do not hold down any other keys or buttons.
2. Asthe mobile computer initializes MC3000 demo window appears.

Cold Boot Scanner
If the scanner stops responding to all input and a “Warm Boot’ does not correct the issue you may try a
‘Cold Boot'.

1. Simultaneously press and then release the 1, 9 and Power keys. Do not hold down any other
keys or buttons.
2. As the mobile computer initializes, the splash window, below, appears for about a minute.

3. Calibrate the touch screen
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Calibrate the Touch Screen

1. Remove the stylus from the stylus holder.

2. Carefully press and briefly hold the stylus tip on the center of the Calibration screen target.
Repeat the procedure as the target moves and stops at different locations on the screen. This
enters the new calibration settings.

Carefully press and briefly hold stylus New settings have been measured
on the center of the target. Press the Enter key to accept.
Repeat as the target moves around Press the Esc key to discard,

the screen.
Press the Esc key to cancel.

+

3. Once all of the new calibration settings are input, tap the screen or press the ENTER button to
save the new calibration settings. Press ESC to discard the new calibration settings.
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MC3000 Quick Start Guide

MC3000 Series
Quick Start Guide FEATURES

hitp:/fowww.symbol.com/me 3000

g
<
:
=
=
S
a

MC3000R
Back View

Comm/Charge Cables Extended Life Battery Extended Life Battery Strap/Door Assembly

CHARGING INSTRUCTIONS
@ = LED Indicator Location Slow Flash = Normal Charge I Solid Amber = Full Charge l Fast Flash = Charging Error

Four Slot Spare Battery Charger Single Slot Serial/USB Cradle Four Slot Cradles
Charge-Only Cradle and Ethemet Cradle
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OPTIMUM IMAGING AND SCANNING POSITIONS

r -1 [~ 1 MC3000S Scanning
i 3 N0
G (B =

A "Dy

-
4 IIII_II_IIII) 2 Iimmn
A

W %\,\/_

OPTIMUM UPRIGHT BODY POSTURES

Avoid Extreme Wrist Angles

AVOID EXTREME
WRIST ANGLES

Optimum Body Posture
for Low Scanning

Optimum Body Posture
for High Scanning

Alternate left
and right knees

POST IN WORK AREA

Alternatete left
and right hand

Taking breaks and task rotation recommended

Local Contact:

http://www.symbol.com/mc3000

MC3000 Series Recommended Usage Guide
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