AssetTracker Quick Set Up Guide

This quick set up guide will help you in setting up the Asset Tracker in easy steps.

1. When opening the AssetTracker for the first time and trying to Log On the following window will
come up asking for operator code and password. Please enter operator code as Admin and password
as Admin (Please note that these are case sensitive) as shown below and Press OK.

l'_'BL AssetTracker (AssetTracker.mdb) |Ml
File Database PDT Reports Tools Help
Database Asset Movements
Assets ‘ Check Asset Out ‘
Products ‘ Check Asset In ‘
Custodians Portable Data Terminal
Send Data To PDT
PDT Asset Audit
PDT Check In / Out
Australian Security Technology
[ AsszetTracker Logon lir [ l
View All Alerts
DOperator Code:  Admin
[ P View Current Alerts l
Baszword: T
Log O - 1
ODEI’BIOI". [W] ’ ¢DK l [ x Cancel]

2. Once you have logged on successfully click on Database on top menu and select operator and the
following window will come up. To add an operator click add button on your right and add operator
details as shown below. Details about the security levels can be viewed by clicking help button on this
window. An operator is a person who will be physically checking in and checking out the assets. An
operator is a person who will be physically checking in and checking out the assets.

{BL Operators == & |
R T I B | Showal [ Show Deleted
Operatar Code Operatar Name Security Lewvel - + Add
Admiristrator 5
T
L Add/Edit Operator = | ]
Undelete
Operator Code
Mame Jap Sandhu
Pazgword =
FRetype Password 5
Level 5 = [1 = Lowest to 5 = Highest] [ J Ok, ] [ x Cancel ]
[ 2 Help |[ P PintOneLabel | [ P Frint Al Labels |
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3. Once you have added operators in the asset tracker next step is to add custodians, a custodian is

owner of the site and assets. To add custodian, click custodian button on the main window and click

add button and a window will open up as shown below asking for custodian detail, fill in the required

details and press ok.
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4. Next step is to add locations and contacts for the custodians and this can be done by clicking

locations and contacts button on the above window. Location describes the physical location of the

custodian as show below and contact describes the contact details of the custodian.
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Similarly we can add contacts for the custodian as shown below. If you have only one custodian and
only one location and one contact then it is recommended that you tick the box where it says default
contact for custodian and default location for this contact as shown below. An image of the contact
can be added on this window by clicking select image from file. The image file should be in .bmp
format.

L Contacts - AUSTRALIAN SECURITY TECHNOLOGY = (=] & |
[~ 0 = = m % Shaw Al [] Show Deleted
Code Mame Mates Default Location Code Default Location Mamme - + Add
1| A (Memal SHL AST SEVEM HILLS

| | | Undzletz
L Edit Contact =B

Code  ASTJS CardScan Licence far Details

MName J&t SAMDHU

Mates &y SAMDHU
21/ 128 STATION ROAD
SEVEN HILLS NSw 2147
PHONE 02 8020 5555
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5. Products can be added to the Asset Tracker by clicking on products button on the main window but
before adding the products we need to add product Groups and this can be done by clicking Groups

button in the window shown below.
CE}; Products 5]

Product Group | |~
[ C R S N ' i % 7] Show Deleted

Products Code Description t anufacturer

T }

E

= sdd
A Edi

Delete

Undelete

? Hep | | P FintOnelabel | | P Fint & Labels n

(]
[=]
“r
[}

AUSTRALIAN SECURITY TECHNOLOGY ©2011| AssetTracker set up guide 31/3/2011 Revl



Click add button and Enter the products group name for example Furniture in the window and click
OK.

r_ﬁ} AssetTracker (AssetTracker.mdb) |l=E] % |
File Database PDT Reports Tools Help

Database Asset Movements — -
If_‘;} Products =|E
Product Group | | Grops I
= % Show Al [ Show Deleted
Products Code Description b anufacturer - = Add
O —
c
'G} Product Groups
[« 4 =~ M P BN | Ghow Al [7] Show Delsted
Praduct Group Mame -

o

6L Add/Edit Product Group

Group Mame Furniture]

6. Now you can add products under the product group “Furniture” as shown below. A product code
ASTSHFC with description AST seven hills Furniture-chairs manufactured by IKEA is added.

I'G} AssetTracker (AssetTracker.mdb) E@i]
File Database PDT Reports Tools Help @ - Pagew Safety~
Database Asset Movements p——
I'G} Products E@il
Product Group  Fumiture |+
[ I U T S T ] B | Showal [ Show Deleted
Products Description M anufacturer - + Add
<
:
P o Undelete
[ 2t | [P PintOneLabel| [ P PrintAllLabels L Close
L Add/Edit Product [E=RIERe
A Code
Description ~ A5T Seven hills Fumiture-Chairs
Manufacturer  IKEA
Serial Mb Required  []
(o] (X awa)
View, add and edit products

7. To add assets to AssetTracker click assets on the main window and click add button on the following
window. Once you have clicked Add button a window will open asking for all the details related to the

asset for example Product group it belongs to this can be done by clicking and selecting
product and clicking OK. One asset or many assets can be added to this product. For example we can
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add many chairs or one chair as asset belonging to group furniture and product chair. If you choose to
add one chair, software will ask you for a asset code which could be ASTSHFC. But if you choose many
assets say ten chairs to be added to the product, software will ask for a prefix and a suffix which can
something as shown below.

L Add Asset (=E] & |
Product Group  Furniture [C] Enable Alerts s Add One
Cade ASTSHFC Serial Mb Required o Addbany

Description A5T Seven hills Fumniture-Chairs
Manufacturer 1KEA

Custodian Code

tame

ASTSH
AUSTRALIAN SECURITY TECHNOLOGY

|'_i$L Enter Asset Code Information

I:IEI&

Prefix  ASTSHFC

Suffi - From 001

Location  Code ASTSHL To 01
Name AST SEVEN HILLS [0k | [ concal|
Contact  cCode 45TIS \
Name J& SANDHU

U zerDr ataField] UserD ataFieldS

UserD ataField? UserD ataFields

UserD ataField3 UserD ataField?

U serD ataFizid4 UserD ataFislds
Wiotes -

Link 1
Link 2
Link 3

HEE

- ? Help ][ J-'Lglose ]

Click to select a product

This will add ten chairs as assets to the AssetTracker as shown below.

(bl Assets =HECI X
[ S T B | Showal [C] Show Delsted
Asset Code Custadian Cads Custodian Name Lacation Code Logation Hame Contact Cade  Contact Mame Froduct Code  Produst Description Product Manutacturer =
ME o1 SH Al SECL HL A5T SEVEN HILLS ASTJS JHLI HFC | hils Fumiture] IKES |

AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS J&Y SANDHU ASTSHFC AST Seven hills Furniture- IKE&

ASTSHFCO0Z

45TSHFCO03 AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS Ja SANDHU ASTSHFC AST Seven hills Fumiture- IKEA

45TSHFCO04 AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS Ja SANDHU ASTSHFC AST Seven hills Fumiture- IKEA 3
45TSHFCO0S ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS Ja SANDHU ASTSHFC AST Seven hills Fumiture- IKEA

ASTSHFCO0G ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS JAY SANDHU ASTSHFC AST Seven hills Furniture- IKEA Undelate
ASTSHFCO07 ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS JAY SANDHU ASTSHFC AST Seven hills Furniture- IKEA

ASTSHFCO08 ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS JA SANDHU ASTSHFC AST Seven hills Furniture- IKEA

ASTSHFCO09 ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS JA&Y SANDHU ASTSHFC AST Seven hills Furniture- IKEA "
ASTSHFCOO ASTSH AUSTRALIAN SECURITYASTSHL AST SEVEN HILLS ASTIS JA&Y SANDHU ASTSHFC AST Seven hills Furniture- IKEA

< [ 3

[ W 5avetsCsy | [ P Printhssetlis | [ Dlose |

2 Help | [ P Prink e Lobel | [ P Prink Al Labels

Asset List

| P PintOne Label | | PP Pirt AllLabels |

The barcode label for each chair (asset) can be printed by clicking on the

bottom bar. You will note that bigger the asset code, bigger the barcode. We recommend that you
keep the asset code as small as possible so that it can be accommodated in most of the label sizes.

AST SEVEN HILLS NSW

ASTSHFCO0M

AST SEVEN HILLS NSV

ASTOIM
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The options for the barcode can be accessed by going to Tools and Options and System Options here
you can select Asset Label Title, and size of the barcode by going to Environment Options on the same
window.

You will notice that most of the windows that come up will have help button 9 Hep if you are

not sure of anything please press this button and you can see all the information related to that
window.

8. Next step is to check out the assets enrolled earlier into the system. To check out the asset from
the system click check asset out on the main window and enter details of assets of that you are
checking out in the below window. You can also scan the asset barcode and the system will
automatically fill in the details.

L Quick Check Out == e
Check Out From
System Qwner AUSTRALIAN SECURITY TECHNOLOGY
Swstem Lacation AST SEVEN HILLS
Check Out To
Scan ar Type
Contact Code ASTIS CardScan Licence for Details
or Select i}
Custodian AUSTRALIAN SECURITY TECHNOLOGY (ASTSH) ‘v
Location AST SEVEN HILLS (ASTSHL) "
Contact JAY SANDHU (ASTJS) ‘v
Asset Code |
Contact
Product
Code Sernial Mb
UserD ataFieldl UserD ataFields 2 Hel
UserD ataField2 UserD ataFields [ 2 uob |
UserD ataField3 UserD ataField? P Eint
UszerD ataField4 UszerD ataFieldS W
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