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1.1

General Info

What Can AssetManage Do?

AssetManage is designed to provide a complete asset tracking solution for virtually
any business. AssetManage is currently being used by thousands of companies
and organizations to keep track of assets such as: Tools, Computer Equipment,
Rental Property, Police Car Equipment, Office Furniture, Museum Artifacts and
many more types of property.

AssetManage Features include:

e Multi-User capable. More than one user can make changes to the same data
simultaneously. Just place the AssetManage data file in a central location on
your network.

e Barcodes. Scan & Print barcodes to attach to your assets.

e Attach up to 16 pictures to each of your records by scanning, pasting or
importing them.

e Attach files and links to your records. Click on the attachment link to visit the
specified website address or launch the attached file.

e Show a live video feed from your Webcam and take pictures of your assets.

e Check when service agreements and warranties expire on catalogued items.

User Permissions. Assign permissions to users such as whether they can delete

items, backup data and much more.

Track repairs, maintenance costs and other expenses related to an item.

Check In / Out to keep track of tools and other equipment.

The integrated Report Designer lets you create Reports, Labels & File Cards.

Track changes in an item's location or status.

Calculate both Monthly & Annual depreciation schedules.

To purchase spiral-bound printed copies of this manual, select Purchase Hard Copy
User Manual... from the main menu.
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i) About AssetManage...

1.2 How to buy AssetManage and Contact Info

How to buy AssetManage

AssetManage Order Page
http://www.assetmanagesoftware.com/Purchasing.aspx

AssetManage Web-Site
http://www.AssetManageSoftware.com

To Contact Liberty Street Software:

You can contact Liberty Street Software Liberty Street Software at any time:

Sales - sales@libertystreet.com
Tech Support - support@libertystreet.com

Forum - http://www.libertystreetsoftwareforums.com/forumdisplay.php?f=7
Instructional Videos - https://www.youtube.com/channel

UCXO0als200xcmxGEu472dyVg

or Select HELP > ASSETMANAGE VIDEOS... from the main menu

Online Chat
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Click on the Online Chat Operator Graphic at:

http://www.assetmanagesoftware.com/ContactUs.aspx
Mailing Address

Liberty Street Software
228 Park Ave S. #26512
New York, NY
10003-1502

or

Liberty Street Software
3126 Lednier Terrace
Mississauga, ON

L4Y 4A1

Canada

Phone

Sales: (888) 250-6615
Technical Support: (905) 566-5082 or (347) 960-6466

Note that you can access our website and e-mail through hyperlinks in the About
dialog box.

1.3 Upgrading from an earlier version of AssetManage

To upgrade to AssetManage 2015 from an earlier
version

1. Install Version 2015 either by running the downloaded
setup file or from the CD.

2. Make sure you select the same installation directories
as were used in the previous version of AssetManage.
These directories will appear as the defaults in their
respective install screens.

3. Run AssetManage. You may see a message box
asking if you would like to update the AssetManage
data file. Select Yes to upgrade the file. If you do
not see this message box, it means the data file is
already compatible with the version of AssetManage
that you have installed.

The 2014 version of AssetManage has a new feature
called Open AssetManage File. (File > Open
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AssetManage File...) This feature will let you
switch which data file is being used by the program.
It will also set the data folder to that used by the
selected data file. This feature can be useful when
moving a single user install of AssetManage to a new
computer and in other situations.

For Multi-User installation Upgrades Only

4. IMPORTANT: Install AssetManage on all your other
workstations that will be using the program.

5. When installing on the other workstations, make sure
that the Data directory & Images directories are
the same for all users.

Note: AssetManage must be able to both read from and write to the source of
the file's data, so backup files should be saved on hard drives or other
writeable media and not read-only CD-ROMs. A data import from a read-only
CD will not work.

1.4 Installing AssetManage

System Requirements

AssetManage 2015 requires the following minimum system configuration to operate
properly:

o Windows XP, Vista or Windows 7, 8 and 10 (All versions 32 and 64 bit)
e 800x600 SVGA display
e At least 50 MB free hard drive space.

N The Setup program will show you exactly how much space is required, and
let you know if there is not enough space available on the selected drive.

M Images can greatly increase the amount of space AssetManage uses. All
images you attach to records are converted to jpg format and stored in the .
\AssetImages directory. If you attach a lot of images to records by scanning or
importing, take note of the image size.

X Mame Size  Type Diake M
A l_j AssetBi1).jpg IKBE IPEG Image nzjz4f20
1) Asset10(1).ipg 9KB JPEG Image 0zj132t
1) Asset248(1).jpg 21 KB JPEG Image 0213421
1) Asset247(1).ipg 21KB JPEG Image 0213721
1) Asset246(1).ipg 21 KB IPEG Image ozj13)2

How Do I Install From The CD?
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Simply insert the CD into your CD-ROM drive. The setup program should start
automatically. If the Setup program does not start automatically, run AUTORUN.
EXE or SETUP.EXE from the root directory of the CD.

Multi-User installation

1. Install Version 2015 either by running the downloaded
setup file or from the CD.

2. When choosing directories for the Data and Images,
make sure the directories are accessible to all users.
Each user must have read and write permissions for
the chosen directories.

3. After completing the initial installation. You can now
install AssetManage on all your other workstations
that will be using the program.

4. When installing on the other workstations, make sure
that the Database directory & Images directories
are the same for all users.

You can change the data file location and other directory locations in AssetManage
from within the Preferences dialog, under Tools > Preferences..

D atabaze Directony

C:\Program Files\AssetM anage D

I rrimige Dhirem by

C:\Program Files\AssetM anagehdssetimages' D

If for some reason you cannot run AssetManage, the locations can
also be changed by using RegEdit. To do this:

1. Select Start > Run... for Windows XP. For Windows Vista and Windows
7, click on the Window button at the lower left corner of your screen
and type regedit.exe into the "Search" edit box.

type regedit into the Open edit window

Open HKEY_CURRENT_USER\ Software\Liberty Street
Software\AssetManage

or HKEY_LOCAL_MACHINE\Software\Liberty Street
Software\AssetManage if you installed the software using the All
Users option in the setup program.

whN

HKEY_LOCAL_MACHINE if you installed the program for All Users.

Single-User installation
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Install Version 2015 either by running the downloaded
setup file or from the CD.

Registration Code information

Liberty Street Software supplies a unique registration code with each software
purchase. The code appears on the CD if you bought the CD-ROM version. If you
ever lose the code, please email us and we will look it up for you.

Installing AssetManage on a network server

AssetManage can be run from a network server. To use

the program in this manner, all users must install the

software on their machine as well. The reason is that

AssetManage uses the Windows registry on each user's
machine.

1.5 The Main Window

Xk Xk

AssetManage Main Window
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6
List window
Main Toolb W Main Office - Toronto - AssetManage
File Actions Tools Reporting View Help
2 3 P X & A & B 2 o
Addtem Propriies MowiCpy Refresh Mew Loc  Print Clone  Atachmt  Add Imae Help Exit
Caption Window

<+ Main Office - Toronto

@ Location | [ Calegory| B8 View
B M= Office - Toranto A '
= Accourling = rp—— 7

Bran..,  Model

Image < fsset #  Departmert Category
9 e

- Marketing Medical Oy gen Analyzer VACU-MED
£ Sdes ’ Equipmerit
3 =71 Marketing
Accounti IT Equipment: 15 MacBook Pr
= @ Mew ok Difice ceounting L ok Pro  Apple

) ) 2.33GHz
Location Whindow £ Teshrical Support - . . o e R -
. 1)

o . B P S
PoseerEdge 1750 Intet® Xeonl proc, 3 2GHz. 2MB Cache, 533MHz FSB - Del L

PowerEdge 1750 Intel® Xeon™ proc, 3.2GHz, 2MB Cache, 533MHz
FSB - DelL

PowerEdge 1730 Intel®
De Xeon™proc, 32GHz 2MB  WIETTIETEETEAN Del L
Cache, 533MH:z FSB

[ M Offce-Toronto (L Comptes Accsszrs
< I

Irnage Window:

For Help, press F1

5 Ibems

Status Bar

The main window of AssetManage software. Here you can get an overview of al
your assets, view all assets belonging to a particular location or Department.

o Main Toolbar

3 # 3 X & a4 ®© e D B @ @

Add tem  Proprties  MaoviCpy Refresh Find Neww Loc Frirt Aftachmt  Add imae Help Exit

[Top]
o Caption Window
| e e S e e e
Description of what is currently being displayed in the main window.
This can be the currently displayed Location, Department, Asset
Category, Employee list, etc...
[Top]
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o Location Window

i Locaton | Category | §8 View|
=R - Wain Oifice - Toronto e

5 Marketing
= @ Hew Yok Difice
[ Techracal Supporl

. .

W

Shows an overview of the Locations and Departments currently
defined in the AssetManage database.

[Top]
o Image Window
Show aII'images that have been attached to an item. Click on the
image to show it in your default image editor. Up to 16 images can
be attached to each asset record.
[Top]
o Status Bar
I For Help, press F1 5 Items
The status bar shows additional information related to the menu
item being selected, selected image, etc...
[Top]
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o List window

Image ~—Asset #  Department Category Bran... Model | Description Marwfacty #
Compuker PowserEdge 1750 Dell

At

2595 Marketing Medical
% Equipment
—
ﬁ 2505 Accounting IT Equipment 15 MacBook Pro  fApple
2,33GHz
- e 0 2ER “
< >

A List of the assets belonging to the currently selected Location or
Department. To sort on a particular column, click on the column
header, to reverse the sort, click on the header again. The columns
being shown and their order can be changed from the Preferences
dialog (Tools > Preferences).

Top

5k kK |

1.6 Legal Notices

AssetManage version 2015
Copyright © 1999-2015 Liberty Street Software
All Rights Reserved

License Agreement

You should carefully read the following terms and conditions before using this software.
Unless you hawe a different license agreement signed by Liberty Street Software your use of
this software you indicates your acceptance of this license agreement and warranty.

Registered Version

One registered copy of AssetManage may either be used by a single person who uses the
software personally on one computer, or installed on a single workstation used
nonsimultaneously by multiple people, but not both.

You may access the registered version of AssetManage through a network, provided that
you have obtained individual licenses for the software covering all workstations that will
access the software

through the network. For instance, if 8 different workstations will access AssetManage on
the network, each workstation must have its own AssetManage license, regardless of
whether they use AssetManage at different times or concurrently.

© 1999-2015 Liberty Street Software
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You may return the Software for a full refund within thirty days of the date of purchase.
Governing Law

This Agreement is subject to the laws of the Province of Ontario, Canada. All disputes
arising from this Agreement shall be determined under the law of the Province of Ontario,
Canada exclusively by the court having competent pecuniary and territorial jurisdiction over
the city Liberty Street has its principal office.

Disclaimer of Warranty

THIS SOFTWARE AND THE ACCOMPANYING FILES ARE SOLD "AS IS" AND
WITHOUT WARRANTIES AS TO PERFORMANCE OF MERCHANTABILITY OR ANY
OTHER WARRANTIES WHETHER EXPRESSED OR IMPLIED. Because of the
various hardware and software environments into which AssetManage may

be put, NO WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE IS
OFFERED.

LIMITATION OF LIABILITY FOR DAMAGES

IN NO EVENT SHALL LIBERTY STREET SOFTWARE OR ITS SUPPLIERS BE LIABLE TO
YOU, OR TO ANY OTHER PERSON, REGARDLESS OF THE CAUSE, FOR ANY DIRECT,
SPECIAL, INDIRECT, INCIDENTAL OR CONSEQUENTIAL DAMAGES WHATSOEVER
(INCLUDING WITHOUT LIMITATION DAMAGES FOR LOSS OF PROFIT, BUSINESS
INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER PECUNIARY
LOSS) ARISING OUT OF OR RELATING TO THE USE OR INABILITY TO USE THIS
SOFTWARE, EVEN IF LIBERTY STREET SOFTTWARE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. IN THE EVENT THE FOREGOING LIMITATION IS
FOUND BY A COURT OF COMPETENT JURISDICTION TO BE INEFFECTIVE, THE
PARTIES AGREE THAT LIBERTY STREET SOFTWARE'S MAXIMUM LIABILITY FOR ANY
CLAIM ARISING HEREUNDER (WHETHER IN CONTRACT OR TORT INCLUDING
NEGLIGENCE, PRODUCT LIABILITY OR OTHERWISE) SHALL NOT EXCEED THE
LICENSE FEES, IF ANY, PAID BY YOU TO LIBERTY STREET SOFTWARE FOR USE OF
THE PRODUCT.

Good data processing procedure dictates that any program be thoroughly tested with non-
critical data before relying on it.

The user must assume the entire risk of using the program. ANY LIABILITY OF THE
SELLER WILL BE LIMITED EXCLUSIVELY TO PRODUCT

REPLACEMENT OR REFUND OF PURCHASE PRICE.

ASSIGNMENT

You may not transfer or assign the Software or license granted hereunder to another party
unless the other party agrees to all the terms and conditions of this EULA and provided that
you transfer all copies of the Software, registration keys and/or codes, and related
documentation to the same party and destroy any copies not transferred. Any such transfer
terminates your license.

COSTS

10
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You agree to reimburse Liberty Street Software for all expenses incurred by Liberty Street
Software in the enforcement of any of its rights hereunder, including without limitation,
solicitors fees.

1.7 What's new in Version 2015
1. Internet Backup / Restore

You can now backup your data (and images) to a secure, cloud-based location. The
ultimate data protection to guard against computer theft, natural disaster, etc..

This feature also makes moving data between machines much easier. You can download
the latest data file to your laptop that will be used on a business trip, or make
it much easier to migrate your AssetManage data to a newly acquired computer.

Note: This feature will not work in the trial version, it requires a valid activation code.

File | Actions Tools Reporting  View Heli

1. Mew Location

Add Department

al Import.
%  Export...
| Export to HTML...

Manage Users...

Change Password...
FE| Backup Database...
Manage Backup Files...

Restore...

| Backup Te Internet... I
b

Restore Internet Backup...

2. User Permissions

We have received many requests for this feature from current and potential customers.
Assign permissions to your users that will dictate what they can and cannot do while
using AssetManage.
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i e’
i Manage Users |£|
User | Privileges | Admin |
| |stephc YYYYYYYYYYY Yes
PaulD F
{ | |admin Modify User [

I sername; I PaulD]

— User Permissions
v I= Admin

¥ Can Delete Items
V¥ Can Add Items

Iw Can Add/Edit Items
¥ Can Chedk Out Aszets

Add User [¥ Can Chedk In Assets

V¥ can Dispose Assets

¥ Can view Employee Info
¥ Can Import / Restore Data

V¥ Can Audit Assets
¥ Can Create/Edit Reports Labels
Iw Can Backup Data

Save

waiting Disposal <—

3. Data Caching

We have spent alot of time optimizing the performance of the program. Users with large
amounts of data should notice smoother scrolling and faster updating as a result.

4. Web Cam Capture

You can take pictures of assets using your Web Cam. This feature is present in the
Item Picture window and is used in the new Add Items Using WebCam... feature.
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@ Add Using WebCam eS|

maget 2 |3 |4 |5 s |7 |8 |3 a|s| eeteimae | Deim.u‘

Desoiption: | EE NS swe

Asset #: ||55-21m

Category: |CD|T$I|.IEIGPU j Sarial &1 |

Location: | x| Condtion: |

=l
Dept: | ~| Status: | | Close

2 Importing and Exporting Data

2.1 Importing data into AssetManage

AssetManage can import delimited text files, Microsoft Access database files
and Microsoft Excel spreadsheets. Not only can you import data pertaining to
assets, but you can also import Dealer, Employee, Customer, Manufacturer and
Insurer information. If you have been using another application to store your
data, check to see if the application has the option to export data. Many
programs allow you to export to a .CSV (comma separated variable file).

Tip: The formatting of Microsoft Excel spreadsheets sometimes
causes problems with the AssetManage import feature. If you are
having trouble importing an Excel Spreadsheet save the spreadsheet
as a CSV file and then try the import again.
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To import asset data into AssetManage
1. Select Import... from the File menu

I-Lh] Actions Tools Reporting View Help
. Mew Locabon
Add Departtment
al Impor. [}
Export_.
b Export to HTML
L Backup Database...
Hanage Ha:tup Files...
Restore...
Open AssetManage File...
Gote Data Folder...
Gobe My Images Folder..
Gote Reports Folder..
Goto Exported Files Falder...
s Print... Cirl«P

i Print Preyiew

&5 Print Setup...
- Erup:rll:s. Dalt= Enter
& Est Ctri+X

2. Choose a Text File (.csv, .tab, .txt, .asc), Access (.mdb) or Excel (.xlIs) file.
and then select the Open button.

14
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A Open o
L= Mame : Date taken Tags Size =
e b &
= PFlaces l#]:mp.llnytl:l:s‘r 1EKB
] equipment 1KB
- _ equiprment IKB
Deskiop ERRORLOG 63 KB
a‘-- EULA 2KB
=] FA FILE FORMAT 22 KB
Liserty Street. 5] farrell upload 3rd 4th fl.. 45 KB
1&. GIRL 1EB
gotomeeting 1KE
— | GUSTAVODEMO 1KB[Z
[ W 5] Jeffersonhlickels3 17 kB
-
p __ karenbrown 1 KB
hbertvitrest KB ™
4 m E
Fibe name: |ul:p.||:lr|1rrl j I_ICpm
Filas of type | Tesa Files *cav;” 12" e asc) | Cancel
Microsoft Excel Dg ﬁF]% -
: : - B a Files (Assets
W First B containg cobimn hes ey e e
T et Files - Choose the debmiter thal | Microsoft Access "mdb) §
" Tab  Semicolon ™ Comma  Space " Diher: I_
Hobe Regardng Excel Files
If passible, save your Excel Spreadshest 2z a8 L5V fie belote mpoitng
inbo Assetbanage.

3. AssetManage will show the field structure of the file to be imported in the
Source Field Names column. You will also see the first few rows of data from
the import file. To select a Destination Field for each column, click on the
appropriate row and column within the Destination Field. Then select the
appropriate column from the drop-down list that appears.
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Impart Data e ]
Tabls o Shest to [rport fiome | | Ll
Import b [Asset Database | Estmoied # of ows: 681 Carecel
Source Field Mames Dreslirgali [
Mame
Functian r E'\
Clags - \
Senal Mumbe _ﬂ:ﬁ
| dsign o Custome
Platfoim | Avesign to Emplopee IJ
Wz | Azsipn o Emplopes - Email LA
Dizplay Mame Azsign ho Emplopes - Employes 1D
Cost Cenies igpied Ta
Fegion |BarC -
Team |Basze Comst
Managea | Brand Hame
‘Wi T Capabiity g;ners Use &
WD Ehgibil qony
obiky |Checked Dt
| Checkout Due
When an Imported Receed has the same Asset Bas 00
™ Aeplace Data % Meige Dala Condifion
Current Value
" Creale anew Aecoed with & unique Asset 8 {500
Mote: Only applicable it ‘Azset Mum' haz been seles gﬁ E‘l.ué#l-amd
Lu]
Sample data foen CilsershLibeity StieetDow Dealer
- Depaitmant
Marne | Function | Class | Diape. % Perrear
FICLAREODGS Primary Deskiop | Deps. Method
FICLATZ2089 Frirnasy Deskicg |Descrption
FICLATITSA4 Frimary Deskicp |Dispasal +-
FICLAETIST0 Primasy Deskiop |Dispozal Accum Degr.
FICLATZ206] Frimary Desking |Dispasal Book Value
FICLATZ7581 Pritmasy Desklog EFP’g E“u'. »
FICLAT4EE? Primary Deskiop | o eFiHE
iy L = poup 1
i I iif E|wpz
Group 3
I 1 -—J

4. Do this for all the columns in the Source Field Names section that you

want to import.

mport Data ] v
Table oo Shest bo Impart frome | j
Impoat ta; Iﬁ.asal Database ﬂ Estimated # of Rows B2 E
Sowce Field Names | Destination Field Click to Select]
Hame Azzet H
Funclion
Clazs Category
Senal Numiber Senal Mumber
Platform Diezcripban
Uszer Azszign o Employes - Emplopes 1D
Display Mame Aszsign to Employes
Cost Cenber Depardment
Fegon Location
Team
Manager
it 7 Capakiliy
WO Eligibality

‘When an Impoited Recoid has the same Asset # 85 an Existing Record

5. Click on the OK button to begin the import.

16
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Notes regarding the import feature:

e The Assigned to Employee destination field should contain the name of the
employee. A new employee record will be created automatically with the
specified name if it does not already exist.

e The Assigned to Employee - Email and Assigned to Employee - Employee ID
will only import data if the Assigned to Employee field is used as well.

o If no field is mapped to the Asset # field, AssetManage will create random
unique asset numbers for every asset imported.

e The Assigned to Customer destination field should contain the name of the
customer. A new customer record will be created automatically with the
specified name if it does not already exist.

¢ If no source field is mapped to the AssetManage Location field, all the data
will be imported into the currently open Location.

To import images

1. Select Image 1, 2, 3 or 4 as the destination column. Make sure the FULL
pathname of the image is specified in the file to be imported Image column.
You can also import images directly from the internet. The FULL URL of the
image must be specified in the Image column of the file that is being imported.

|
Table ar Sheet to Impost fnom | -] Ok | [
It bo: |Pusact [ratabaze j Eshmated # of Aows: 10 Cancel
Source Figld Mames | Destination Field [Click to Select) |
Azzet TagBacode
Dhescnphon Dazcaiphion
Walue
Faciliy
Locakion Lecalion
Fetred
Move
Base Cost Baza Cost
Total Cost Tatal Cost
Image | ﬂ
Diate Soid -
Deder
Department
Depe. % PerVeal
Depr. Method
“when an Impeeted Aecond has the same Aszet B 25 Dgccripton
" Replace Data % Marge Data Dispogal +/-
= Dispozal Accum. Depr. [
T Creale & rew Record with & urique Assel 8 | Dispozal Book Vaue
i hssmt Mum' Dispozal Date i
Mabe: Oinby spphcable if Bsset Mum' haz been seled Disposal Method
Sample data freem LA sersPublic\D ocument E:g:‘lﬂ l
Asset Tag/Barc... | Desciiption | Vakse | |Group 3
i Flound Table IW;QB ? 3
11 Fourd T able -
12 Riound T able -JI-E";"; 1
13 Rourd T able
14 Riound Table ::z;::“ Expres
15 Foldng Char [
16 Foldng Chair Last Audited
il BT Leaze Begin
Leaze Descnphion
I mmso Ol L
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= To import Employee and other data into AssetManage

1. Select

Import Data

Employees or whatever type of data you want to import.

Irnpaort bor:

T able or Sheet ta Impart fron:

Employees j E

Saource Fi

Mame
Phione
Fam

Azzet Databasze
Dealers

b anufacturers
Custormers

| nzLrers

2.2 Exporting data to an Excel or Access file

AssetManage can export data to 3 formats:

e HTML

e Microsoft Access — MDB files
e Microsoft Excel — XLS files

To export data to an Access or Excel file:

Under the

e Select

File menu,

the 'Export..." command. The following dialog will appear:

18
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2.3

Save Selected Locations In...

i B3

Save in; I £9 Debug

el g s EE

1 import
@Aﬁet&.MDB
2] pdd. mdk
6] pdd3.mdb
] pddas.mdb

@ test. mdb

@ . mdb

File name:

Export I

Save az type: | Microzaft Access (% mdb)

Lacations ta Expaort:

j Cancel |

[wbiy Housze

Choose an existing Excel or Access file, or specify a new file.
Select the locations you would like to export.

Click the 'Export' button.

Another way to export AssetManage data is by using the AssetManage

reporting features. You can specify that a report is to be exported to Excel,
HTML, XML and other formats.

Under the File menu, select 'Export to HTML...".
appear:

Exporting data to an HTML file

The following dialog will
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B Seve Selected Fields In... e
Savein |!]' Dicuments j & e BB~
k= Narme Date modified Type ze Tags -
=t
Andrewlmages
Recertt Places . 9
AngieBrill
. AssetManage
Ce=shton .l‘-'.::rtMﬂnm.]r Emterprise

B,

Assethlanage Enterprise Exports
AssetManage Exports

AssetManage Help
AssetManage Home
==
G " Automation Arywhene
: Autorun MAX Projects
L}
- Camtasia Studio

Nesworic CoinManage
CoinManage 2007 -

File: name: [‘ himil:= him j =

Saveashyps:  |HTMLfles (im, himi) | Cancel ]
Fields to Export
W Bsetl | = Showin Biowsss slber Expert
r_Eepalr-mt W Show it |2 ) Image:
| Cabagoiy -
| Brandh sme [ SaveinZefi
v Model .ap
o Desciption The HTML fie and imige flas will be
o] Manulacturer stored ina ZIP e, Id=al far upload ba
W Slabus = 5 web-sile

e Select an existing HTML file, or specify a new one.
e Select the fields to be exported.
e Click on the 'Export' button.

If the Show in Browser after Export checkbox is selected, your
default Internet Browser will open with the resulting HTML Document.

Like many other features in AssetManage, the Export to HTML
feature exports the data that is currently being shown in the
program.

Use the Save in Zip File option to save all the html files and images

in a single Zip file. The zip file can then be uploaded to a web-site or
emailed.

3 Keeping Records

3.1 Creating item records

2 To add an item

There are numerous ways to begin adding items in AssetManage.

20
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1. Select Add Item(s) from the Actions menu, as shown below.

Actions | Tools Reporting  View Help
W Add kemi(s).. C
Add fems using ]% ges... Ctrl+,.

Add Hems using Images Source...

Select All Crel+-d -,

% Move/Copy itemsis). J

Ay Clone Selected Records Ctrl=
A bnd.. Ctil=
Empty 'Deleted lerns' Folder

Refresh 4

¥
Add Ca!egnr}'... Cirl
Add Manufacturer

Add Dealer... ’

Add Beneficiany... .
Add Customer... Ctrl=,
Add 5et/Group...

Add Insurer...

Add Query... Ctrl+

Add an Attachment...
3, Add an Image...

2. Click the Add Item(s) button on the Toolbar, as shown below.

i FV - Circulation

File Actions Tool

3}

Acdd ketm Propriies

3. Use the Keyboard shortcut: Ctrl+N

4. Click using your right mouse button within the AssetManage window and
select Add Item(s) from the menu that appears, as shown below.

5. You can also create a new item by dragging image files into the
AssetManage list view. The example below will launch the Add Item(s) dialog
with the AddNote.JPG image as an image. AssetManage supports most major
image types including JPG, BMP, GIF, TIFF, PNG, WMF, ICON and EMF.
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Al BB MS53520 BCS
image
Na | 533 WCT7120 Copier
Image
Ha 534 FPDLT730 Monitor
= L3
Ho 535 OPTED PC
Image
~ e il ]
Description E
Model L
Roow [ §
n added to this recod IW Assigned To Staff <

}Qv“. v Liberty Street b Pictures » 2009 0106

slders w | Mame Drate taken Tags

b ProvideSupportConscle -

L. AppData

B contacts

. Desktop

f_ Documents =

I Downloads 3 IMG_0002 IMG_0003
IE Favorites i

The Add Item(s) dialog, showing the image as described above.

22
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[ Add Ttemis) | ¥ S |

(General | Addiional | User Fiekds | Natsback tumm_n[ﬂ!l]ﬁ&m] Liniad Assets | Deprecistion |

w2 |3 (4 |5 |6 7 |8 s |m |n s

Scarner/Tighal Camens Clpbeard

Dtrven|  [lswerer] [ Lo | | [T ]

|__Conest |

= To add an item using Images

This feature lets you add assets using images you already have on your
computer. These images have usually already been downloaded from a digital
camera.

1. Select Add Items using Images... from the Actions menu.

[ Actions | Tocls Reporting View Help

'f',_l} Add Itemi(s]... Ctrl+M
| Add Items using Images... M Ctrl+I
Add Items using Images Source... .l
Select All Ctrl+ A
B, Move/Copy Items(s)...
’-'l_-, Clone Selected Records Ctrl+2
m Eind... Ctrl+F
Empty 'Deleted Items' Folder
< Defroachk e
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2. Choose the folder that contains the images that will be used when adding
assets.

I | =

Browse for Files or Folders

| Select a Directory Pleass |

a [E Pictures -
2009 01 06
2009 02 16
4 ) 20091225
] IMG_0026 '
4] IMG_0027
| IMG_0027_edited-1 '
(] IMG_0028
| IMG_0029
{] IMG_0030 o

To view subfolders, didk the symbol next to a folder. |

 MakeNewFolder | | ok || cancel

5, o

3. Select 1 or more images from the thumbnail list that will be associated with
the asset.

4. Enter a description for the asset.

5. Choose either the Quick Add or Add with Details button, a new asset with
the selected images will be created.

24
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B Browsing: C\Users\Liberty StreefiPictures\2010 02 24 L

Select 1 or more Images then enter an Asset Description.

| AssetDescrpton:  [Brother Allin One Printer uick Add Add with Detais | Close

o .

= To add an item using Your Webcam

If you have 1 or more Webcams attached to your computer, they can be used
to take pictures of assets.

1. Select Add Items using WebCam... from the Actions menu.

(e LAGOS HQ - AssetManage
File [ Actions | Tools Reporting View Help

q_ Add Item(s)... Ctrl+M
Al | Add Items using WebCam... M !
Add Items using Images... ” Ctrl+1

Add Items using Images Source...

@

2. Click on the Take Snapshot button to take a picture using the WebCam.
3. Use the Quick Add and Add With Details... buttons to add an asset with
the pictures taken using your WebCam.
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(@ Add Using WebCam 1 | o e |
peicte |

I-I mml

[mager 2 |3 |4 |5 [|s& |7 ]s_ I]g

Stop Capture I [Logitech HO Webcam C270 |

“upichs

Dietalls

x| serial |
Locason: | v | Conditisn: |
Dept: [ | staws |

=
[=]

3.2 Changing item info

After you create an item record, you can make changes to the information by
opening the Item Properties dialog. You can also move or copy an item from

26

one location to another using the Move/Copy Item Dialog.
= To edit an item
There are several ways to edit an item, including:

1. Select the item you want to change or view in the right AssetManage
window and click on Properties under the File menu. The Item Properties

dialog appears. You can also right mouse-click and select Properties from the

popup menu that appears.
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Add an Attachment... I
all o, Add anImage..

l L Move'Copy ltems(s)...

. Add Remis)...
h L, Clone
Delet:
" elete
Run Report Using r
: Server (] Qutput Report Using...
£f| Output Labels Using...
= Output File Cards Using...
sty ChecklIn... l
1?2153_. View in Browser k
2249 ® Broperties [} |
£ 3500

Editing an item by right-clicking on it, as described above.

2. Double-clicking on an item will also bring up the Edit Item(s) dialog.
3. Selecting Alt+Enter on the keyboard

= To edit multiple items at once

1. Select all the items you wish to edit or view in the list window and click
Properties under the File menu or from the context menu which appears when
you right-click in the AssetManage window.

2. The Item Properties dialog appears. The example below shows a change in
the Status and Comments fields for the 3 records selected. Clicking OK will
result in the data entered in these 2 fields to be changed in all 3 records. Any
data previously entered in the Status or Comments fields will be overwritten
on all selected records.
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Properties &
You have selected 3 item records. These records will be updated with the information you spedify in this
Description: [

I =
I =
section: |
Condition: | d Marufacturer: | j
Category: | =l Eraphk
Insurance Info [ E‘
Insured By: | j | ;I
Policy: | | -]
— Brpaiirins
%h;u;he L::;:I gated nto Storage st Grand Park storage. « | PR B2
_ ~pssigned To
* Employes  Customer © Other
Depredation Method: | - | =]
User -Defined Fields
CPU: | mam: |
ok | osse: |
M5 | HO Size: |
MAL: [ — |
User | User |
Custom Date Field 1: 1 i 7/18/2011 Custom Date Field 2:
Custom Currency Field 1: [s0.00 Custom Currency Fied  [s0.00
[ Custom Boolean Field 1 I™ Custom Boolean Field 2 [ Custom Baclean Field 3
ok | cance |

3.3 Removing items

= Deleting Items

28

Select the item or items you want to remove and then select Delete from the Actions
menu or context menu. You can also delete items using the keyboard Del key.

AssetManage prompts you to confirm the deletion.

All deleted asset records go to the Deleted Items folder. This does not permanently
delete them until you select Empty 'Deleted Items' Folder under the Actions menu,

or right-click on the Deleted Items folder and select the option there.

Other records,

such as Dealer, Customer, Insurer or Manufacturer records, are permanently deleted.
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Recovering items from the Deleted Items Folder

1) Open the Deleted Items folder by clicking on item

il
@ Location l i Eategu:ur_l,l] i) Viewl

3 drir - 1t Floar
5 Energy - 1st Floor
5 Equities - 13t Floor
= & TFS London - Middieses St

5 4th Floor Carnrng Room
5 Bth Floor Commes Room
F5 Admir - 4th Floor
[ Admir - Bth Floor
[ Currencies - 4th Flacr
[ Developers - Gth Floor
5 Equities - 4th Floor
F Travel - fith Floor
3 walbraker

& TFS Tel Aviv

& Toronto Office

rﬁ] Deleted lbenm:

"

17 -A0C

2) Select and then "Drag" the items you wish to restore back to a location or room
folder.

The same result can be accomplished by using the Move/Copy Items dialog to move the
item(s) out of the Deleted Items folder and back to a location.

3.4 Moving or Copying Iltems

=~ To move or copy records

1. Select the asset record(s) you wish to move or copy and click Move/
Copy Items... from the Actions menu. The Move or Copy Items dialog
appears, as shown below.
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Move or Copy Items &J
bove Selected ltems To:
=8 TFS Londan - Middleses St -
----- 9 4th Floor Camnms Foom
E&' Eth Floor Comms B oom

----- 9 Admir - 4tk Floar

----- 9 Admir - Btk Floar

----- F9 Currencies - 4th Floar
----- 9 Developers - Bth Floar
----- 9 Equities - 4th Floor

----- £ Travel - Bth Floor

----- 9 wolbroker

A% TFS Tel Aviv

4% Toronto Office

Cluantiby to Move: |1 _|:|
OF. | Cancel | ™ Copy

m

2. Select the location or Room/Dept. to which you want to move or copy
the selected records.

3. If only 1 itemis being moved, and the item has a quantity of more than
1, you can choose how many units of the item to move.

4. Check the Copy checkbox to copy the selected record(s) or uncheck
the checkbox to move the records. Click OK.

Note: Items can also be moved between locations and categories using Drag
and Drop. Simply select the items to move, then "drag" them to the new
location or category in the tree view on the left side of the AssetManage
window. To copy items using drag and drop, hold the Ctrl key down while
you are dragging the items.

3.5 Finding ltems
= To quickly select an asset based on the asset number.

Click in the asset list. Then type the asset number of the asset that should be
located. The status bar at the bottom of the main window will show the text
you are typing as you type it in. If an asset with that number is present in the
list it will be selected. If not, the selection will remain on the presently
selected asset.

Use AssetManage to find a string in any of an asset's Text
fields (Comments, Description, Brand Name, etc..)

Select Actions > Find... from the main menu. You can also use the keyboard
shortcut Ctrl + F

30
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Actions | Tools Reporting View Help

. Add lemis).. Ctrl=N
Add ftems using Images... Ctri=l
Add lterns using Images Source..

Select All Ctrl+A
& Move/Copy Items(s)...
Ty LClone Selected Records Ctrl+2
M Eind... Ctrl+F
Empty "Deleted [terns’ Folder
gy Refresh F5
Add Employee...
Add Category... Ctrl=G
Add Manufacturer
Add Cugtomer... Chrl+5
Add Dealer...
Add Set/Group...
Add Insurer...
Add Query... Cirl« )

Add an Attachment...
3. Add an Image...
% Delete Del

The Search for Text dialog box will appear.
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Search for Text ﬁ

Find What |-e-:|mdart switch thd |
|

& Seach o Teot Fiekds |

" Seach in

| hzs=l i [ Cenditian |ngurs; | bl Sechon

[ hgsigned Ta CJCPU Inwaics | WS OFFICE Veizian Setial B

[ Barcode [ Cuslames Item Maolebook, | Mumibes Made Shepe |

[ Biand Hame [1Dedes | Lz iy 1045 Size

[ Cabegoiy [ Depaitmert | A 1045 5P Stalug

[ Colod [ Desenptan | el sl 100 | Pakiey Uzer Fiel

[ Comments [THD Size | bel i scluer | R User Fiel |

F] m v

lbemsz Found |

Fuzpeth Drasciiption I anif sctueer Brard ame 1ol incded ‘alan

LS54 APC Aedundant Svalch APC SUD44-1

4 m L;

lﬁﬁnlmmud [ | onthe e ﬂ Aurn.. . ——

|
|
|
FAun Aeport |

Invoking the Search for Text dialog box by selecting Actions > Find, as described
above.

Enter the text to search for in the Find What box. Then click on the Find
button. Use the Print button to print the results of a search.

Use the Go to record button to close the Search for Text dialog and select
the record in the AssetManage main display.

3.6 Queries
Suppose you would like to view all the assets that you acquired in December of
2000, or perhaps you would like to view all the assets you own that are worth
more than 1000 dollars. You can accomplish this by creating an AssetManage

Query. To create a Query either:

e Select Add Query from the Actions menu
e Type Ctrl4+Q on your keyboard

The following dialog will appear:
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Create & Query

Create a Query named: ILasI fudied First 31 2011

Show recoids where [all | of the folowing apply:

Field Olperabor alue [mn/del/w for dates)
(1] [Cast Audted | |>=(Grestes than or ] |01/01/2011
[2] [Last tudea =] [<=iLess than or eq_+] [03/31/2011
[3]] =l =||
(4] | e =
6] | = | =l
[6]] =l =l
| = =
| = = |

Creste | Creste snd Execute | Cancel

A

A valid query requires a name, and at least 1 condition. The Create and
Create and Execute buttons will only be enabled when a valid query has been
specified. Below is an example of a query. When executed, this query will
display all assets that were last audited in the first quarter of 2011.

Once you have successfully added a Query, you can be view it in the Queries
section as seen below

@ Lu:u:atiu:unl I.EE Eateg;_l,l Eﬁ "v"iE'Nl )

@ Status
El?il Azzigned To
Employess

s ——

-

MHotebook ltems by Type

@ Moteboolk, Ibems by Azzignes
@ Completed Motebook, [kems
Ilncompleted Motebook Items
& Last Audited

ﬂ Purchazes

B Y Queries

m

K Last Audied First 01 2011
|_| Groups h

E W arranty Expire

E xpiring Leazes

. Section

&F Sales -

To run a report that will only include asset that meet the query parameters,
right mouse click on the query, and the select Run Report Using from the
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popup menu.

| e Ll Sudunesd

1 B Puchases U
1 T Oueries

K Last Audied First 31 2011

1 |_| Groups

Add Query...

1 E! W arranty Expire | Run Report Using [ List of Ass
] Erpiring Leases Eun Report using... Assets gro
] lasl Section Assets gro
] EF Sales
T — Asset Lists
JB4 -HF DL335
Assets by |
| | ‘ Assets by |

AssetManage uses the Query capabilities built into Microsoft Access. Any
queries you create are stored directly within the AssetManage data file
(ASSETS.MDB).

Microsoft Access

! Fle Edit Wew Insert Tools  Mindow  Help

N R AR R M

E= Assets : Database [Access 2000 file format)

4 Open Design SfANew | & | 2p D= [eE
LEop Design M i R

Objects Creake query in Design view

E  Tables 2 Create query by using wizard
B Queries 5 Acquisitions 2002
._- § Acquisitions 2003
= SRl Sl Acquisitions 2004
Reports ‘5l Disposals 2004

Macros

i
‘la Pages
2
g2t Modules

Graups

3 Favorites

34
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3.7

Using AssetManage with Barcodes

As shown below, each item record in AssetManage has an asset # field.

shoaok ] ftem F'iu:ture{s}] Atachments ] Linked Assets ] Depreciation ]

—LI Purchase Info

Asset #: |LSSDD154

Imvaoice/PO &: |
Date Purchased:

Dealer: |

When adding or editing records, associate a bar code with a record by placing
the cursor in the Asset # field, then scan the bar code using your bar code
scanner. The text representation of the bar code will automatically be
inserted into the field.

Use the Bar Code Lookup dialog to later retrieve the item record.

[Tools| Reporting View Help

=l
=" |

Bar Code Lookup.. Py

Check Svc. .ﬁ.gmrmenﬁﬁ_\'arrarﬂln...

m Show Totals..,

Select Image Source._

Assign Asset Numbers..,

Print Barcode labels with Sequential Mumbers
Print Lecation Barcode Labels...

Bezet Audit Usng All Data...

Asset Audit Lsing...

Change Location using Barcedes...

Fand Oirphaned Records

Create Thumbnails for Images

Regenerate All Depreciation Info

Dielete Uupllu!e Reconds

Delete Records with Duplicate Asset Mumbers
Delete Records with Duplicate Serial Numbers
Check Out_.

Check n_..

% Preferences...

Ci+D

T

F8

The Bar Code Lookup dialog lets you search for assets based on the Asset #,

Barcode or Serial Number.

will be searched.

Use the Search In dropdown to specify what field
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Bar Code Lookup i

Scan the item Bar Cade with the curser positioned in the edit box below.
iert J L550015)

Search In: |.ﬂ.ﬂet¥ E‘

IF Matching Asset Is Found 1
{* Display the matching nventory item
™ Edit the matching inventory item
" Do mot Display or Edit the Ttem

If Matching Asset Is Found 2

™ Change the Status of the item to: | |
[ Set the Last Audited Date to the current date
[T Assign the Asset To:  © Employee O Customer % Other

! =

[T Change the Location of the item to: j

If Matching Asset 1s Mot Found

¢ Create and Edit an imvwentory item with the specified Asset #,
Serial = or Barcode =

Siently ceate an nventory item with the speofied Asset #,
Serial # or Barcode =i

Location: | Penn State | Department: | BOM =8 *

{” Do Mothing

Loakup I Cloge |

The Bar Code lookup dialog has many options that dictate what will happen if
an asset is found.

If a bar code scanned within the Bar Code Lookup dialog is not associated
with the Asset any asset, the selected action in the If Matching Asset Is Not
Found section will be performed. The option selected in the screenshot below
will result in theAdd Item dialog will appear with the asset number field
already filled in.

| =4

[T Change the Location of the item to: j

-If Matching Asset 1s Not Found

= Create and Edit an imventory item with the spedified Asset #,
Serial = or Barcode &

- 5!21_1&'; create an inventory item with the spedfied Asset &,
Serial = or Barcode = in;

Location: | Penn State | Department: | BOM =8 *

(" Do Mothing

|Lmk|.p| Elnse|

The Bar Code Lookup dialog can be used to add many assets in this manner.
For example, if you have purchased pre-printed barcode labels, you can scan
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each barcode in, and edit the asset details.

If you simply want to add assets in a certain asset number range from 1-100,
you could just type the asset number into the yellow barcode field, press the
ENTER key and then have an asset with that asset number created
automatically by AssetManage.

Note: It is usually not necessary to click the Lookup button as most bar
code scanners will add an Enter character at the end of the bar code scan.

AssetManage can use any bar code reader that inputs the bar code
characters via the keyboard. These are often referred to as wedge readers as
they wedge themselves between your keyboard and your computer. Some of
these devices are "driverless" -- they are hardware only. Others require a
software driver.

Web Site for bar code scanners
http://www.idautomation.com/scanners

Liberty Street Software recommends users obtain durable pre-printed bar
code labels for attaching to the actual asset items rather than attempting to
print their own on standard laser printers and paper. Labels are available in
materials ranging from laminated paper through to solid plastic or anodized
aluminium to suit every end use environment. You can choose different sizes
and formats with custom features (such as including your company name and
logo on the label).

Choice of Style and Color

Property of Text Line 1
YOUR COMPANY Text Line 2

With or
Without
Barcode

sauou| g

Starting
Number

Actual size = 1.5 inches

Web Site for bar code labels
http://www.barcodesinc.com/services/preprinted-labels.htm
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3.8

Depreciation

AssetManage 2011 supports the following five methods of calculating

depreciation:

- Straight Line

Double Declining Balance

125%, 150% and 175% Declining Balance
Sum of Years Digits
Percentage per Year

Specify Depreciation for an asset by clicking on the Depreciation tab when

adding or editing an asset, as shown below.

[ Add Itemis)

L7 o]

Gareral | Addtional | User Fisids | Notebook | e Ficturefs) | Atachments | Linked fssete  Depreciation |

“Diepreciation Msthod:

[Soraigin-Line

"Placed Mo Servce Arrual Deprecigion Schedule

8201 -

Cost

51,100.00

"Salvags Vaius

5 100.00
Yeas: |2 :II

Businaea Lise (%) | 100
Percentage (%) Per Year

Dispesal
Ot of Service

Method
Sale Price
Acc, Dep $.00

BN 00
Gain.Lose: 50

Date Erdrg | Dapreciation | Totel Depreciati.. | Book Vaue |
127312011 $200 00 $200.00 $500.00
123174012 5200.00 S400.00 S$700.00
127317203 5200000 $600.00 5500.00
1273172014 S200.00 SB00.00 5200.00
1273172015 $200.00 $1,000.00 $100.00

M —"—
Diste Ending | Beprecistion | Total Deprmcisti . | Book Velue =
8312011 $16.67 $16467 $1.083.33 =
S307°20m 51667 $3333 51.066.67
105312011 516,67 550,00 51.050.00
113072011 1667 $E6 67 $1.033.33
1273172011 $16.67 $83.33 $1.016.67
1312002 S166T £100.00 £1,000.00
22922 516,67 11667 5583.33
2z $1667 §133.33 $965 67
40722 1667 $150,00 595000
5/3172012 $16.67 $16667 $513.13
302012 S1667 £183.33 851667 -
a m 1
Frier Diepreciationt

™ Amount For the Pedod Endad -

Cancel |

Assets with Depreciation set will show both the Monthly & Annual Depreciation
tables in the details view, as shown below.

38
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.. Table Conference Table 247 Workspace
Cabinets Fire File 4-Drw Merti...  Fire King

Depreciation Info

100
Straight Line
11
0540772005
$50.00

Depreciation Data (Straight-Line)

Tr AT .

LY

There are various methods for calculating Partial Year Depreciation. The
method you wish to use can be specified in the Depreciation section of the
Preferences dialog, under the Tools menu (Tools > Preferences), as shown

below.

AssetManage Preferences @E|

Preferences | Columns | Compary | Field Mames | Depreciation / Fizcal ear

I1ze the following conwvention for computing Partial vear Depreciation:

{3 Full Year: Record a full vear's depreciation in the first year and none in the last,

("3 Half rear. Record half of one vear's depreciation in the first year and half in
the last.

7 Full Month: Depreciation iz prorated according to the number of manths in
gervice during the year, including the manth placed in zervice.

{(#) Half Manth: Depreciation if prorated according to the number of months in
gervice during the vear. The month the azzet iz placed in service iz included
only if the placed-in service date fallz on or before the 15th,

{3 Actual days: Depreciation if prorated according to the number of days in
zervice durnng the vear.

Fizcal Wear Starts: | anuan 1 »
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Depreciation Conventions Used in AssetManage

e Full Year: A full year's depreciation is recorded in the first year and none
in the last.

e Half Year: Half of one year's depreciation is recorded in the first year and
half in the last.

¢ Full month: Depreciation is prorated according to the number of months
in service during the year, including the month placed in service.

e Half Month: Depreciation is prorated according to the number of months
in service during the year. The month the asset is placed in service is
included only if the placed-in-service date falls on or before the 15th.

e Actual days: Depreciation is prorated according to the number of days in
service during the year.

The View Tab - What is it used for?

This section describes the View tab (highlighted in the figure below), and its
uses.

The View tab lets you view information in many additional ways. In the
example below, the Status icon tree menu has been expanded to show the
different Status values used by asset records within AssetManage. Clicking on
the Status icon will show all records where the Status field is populated (not
empty). For example, clicking on the Checked Out icon will only show those
records with Checked Out as the status.

———— e e = eeim e gy _——— e =

142} Ln:n::atin:-n] = Eateg@ Image |~— As

= Eﬁ‘“:l Status -
FP Checked In

WB09¢

E Checked Out
B LvE ‘h

D PreLivE

B 5TaTUS
4>j Azzigned Tao
# [ES] Emplovees

WBO9E

WVE10(

B0 A1) NN

You can access this function this way from the Status, Assigned To, Colors,
Year Made and Made Of icons.

The Manufacturers, Employees, Dealers, Customers, Insurers, Queries
and Groups icons work in a slightly different manner. Clicking on the main icon
does not show asset records, but rather a list of the items from the table
corresponding to the icon. In the example below, the Manufacturer icon has

40
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been selected, resulting in a list of all the Manufacturer records from the
Manufacturer table.

@ Loeation .EH Category ﬂ 'l."iuw| Image Description

na | AEG
W Last Audited First 071 2011 L Wmiage

& 5| Groups
Mo Alpha

@ &=l Wananty Expie Image P

i EH Expining Leases AOC

[ .o Section .-ﬁ?w

ol @ Sales

& x Disposals i':fge APC

28 Disposal Methods

o GETETE | | o, M
7 ! kmage
[# ﬁ Dealers ‘h

& @ Customers nr-.?gq Bay Metworks
o] @J Insurers =

= O Color hr::.g* Belinea

[# T Wear

[# ol Made Of Mo | Belkin

Fmage

This information can be printed, exported, etc., in the context in which it is
viewed on the screen. For example, selecting Export to HTML at this point will
export a list of Manufacturers to the HTML file of your choosing. For more
information on exporting to HTML, see Exporting data to an HTML file.

3.10 Linking Assets

AssetManage allows assets to be linked together. An asset can be a parent or a child of another
asset, but not both. The following applies to a group of linked assets:

1/ When one asset in the group is moved to another location/dept. all assets in the group are mowved
as well.

2/ When one asset in the group is assigned to somebody new, all the linked assets are re-assigned
as well.

3/ When the status of an asset in the group is changed, the status of all the other linked assets is
changed as well.

To link assets:

e Select the Linked Assets tab in the ltem Properties for one of the assets to be linked. In this
example, we are going to edit a Dell Computer asset and link a keyboard as a child asset.
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e e
Select the approprate parent or child asset from the Asset Manage main window asset kst and then press the

appropriate ‘Add Selecied’ butlon. An essel can have 1 parent assst OF be & parent (o unlimited child
agsals

~ Parent Agsets with this fem a3 a chid

‘f—mn |_Description | Manufactrer | Brand Mame | Model
1

in J v

Add Selected as a Farent | Gata e || i ]

~ Childrer Assete with this flem a3 the Parent:
Add Salacted as Children ] '| Kby |

< Asset# | Descrpfion | Manfacturer | Brand Mame | Madel

L m (]

¢ Go back to the AssetManage main window and select the asset that will be the child of the asset
that is currently being edited.

= - > Viarketng

thl i) m] Image |- Asset 2 | Categery | Brand Mame | Model | Description Im

tiar

o 13 Computer CPU  Inspiren 55 Dell Inspiron Del
Computer

¢ Now return to the ltem Properties dialog and select the Add Selected as Children button. The
keyboard asset selected in the main window is now a child of the Dell computer asset currently
being edited.
|
—Children Assets with this item as the Parent:

Add Selected as Children | Gio ta e
< fzzet # | Description | Manufacturer | Brand Mame
12 keeyboard Dell
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3.11

Check In/Check Out

= Check Out Tools or other Equipment to an Employee

Select ACTIONS > CHECK OUT TO EMPLOYEE... from the main menu or Ctrl+F8 on

your keyboard.

i) Ibadan - AssetManage

File I Actions | Tocls Reporting View Help
q AL Add Item(s)... Ctrl+N
At f Add Iterns using Images... Ctrl+I

Add Items using Images Source...

Select All Ceri+A

=4 % Move/Copy ltems(s)...

. 1y Clone Selected Records Ctrl+2
7% Eind... Ctri+F
= 'E| Check Out to Employee... Ctrl«F8

[:} Ctrl+F8

= 4 Check In from Employee...

sy Check Out... F&
= § 4y Checkln... F
Empty 'Deleted tems’ Folder
£ £y Refresh F5
L Add Employee...

iewL

Process check out transactions automatically with a barcode scanner.
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.

B Check Qut ﬁ
Employes Info
Employee #: | 101 5 Lioakup | Ajayi, Funke
Asset 3: | | _[_iJ_ Adid x:ndme Load From Fle... |
Items To Chede Out:
SsE Descriptan Manufactures Erandhiame Mol
DA0020 Husky Vertical Compressar
1 | T .
Motes:

[ Print Check Out Receipt Due Date: [{¥i005/2015 = Complete Chedkout | Cancel |

1/ Scan the employee's barcode number from the employee badge or enter it manually in

t

he Employee # field. The employee name will be shown.

2/ Scan or enter the asset #'s for the items to be checked out to the employee.

3/ Press the Complete Checkout button to finish

To Check Out or Check In a single asset first select the asset and the right mouse click.

Choose Check In or Check Out from the popup menu.
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I ech 3ervIces

! a4

Tech Services

Tech Services

o 388 Tech Services
age
o 392 Tech Services
age
o 345 Tech Services

Additions

Art,
Reproductic

m

Description

Category

Asset#

,_f;,a« Add an Attachment...
Add an Image...

Move/Copy Iterns(s)...
Add Itemi(s)...

Clone

Delete

Xd P oY

Run Report Using
Cutput Report Using...

w [

Output Labels Using...

it
i —

Output File Cards Using...

L]

Check Cut...

T herk Tn

AT TR L

L+
Ta

View in Browser

Properties

(@l
>

38

The Check Out or Check In dialog will appear with the asset already selected. Another
list will contain a list of assets with the current status "Checked In" that you can add to
the Items to Check Out list. Use the Employee # field to scan an employee badge
that would contain the employee number in barcode format. The Print Check Out
Receipt checkbox will result in a check out receipt being printed once the Complete

Checkout button is selected.
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[ 7 Cheek Out

Metralogic ME5520

[T
Chedoout To:
¥ Employes
™ Customer
™ Other

Eoooo 5]

Motes: |

~Ttems Avalable Far Chediaut (Current Status: Chedked Tn)

i Asset# | Pesaiption | Marufachwer | Brandhiame | Model

332 BCS Mefrologic M59520

| Warrantyi

4

==F Add to Checkout Item List

The Check In or Check out feature can also be selected from the main menu (Tools >

Check In...) or using the F9 key in the case of a check in.
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| Tools | Reporting  View  Help
W Bar Code Lockup...
Check Svc, Agreements/Warranties...
g Show Totals...
Select Image Source...
Assign Asset Mumbers...
Print Barcode labels with Sequential Numbers
Print Location Barcode Labels..
Aszet Audit Using All Data...
Aszet Audit Using...
Change Location using Barcodes..,
Find Orphaned Records

Create Thumbnails for Images

Regenerate All Depreciation Info
Delete Duplicate Records
Delete Records with Duplicate Asset Mumbers
Delete Records with Duplicate Senal Mumbers
uiy Check Out..
sty ChecklIn.. h‘

drh Preferences...

The Check In dialog window will appear with a list of
assets that currently have the status "Checked Out".
Select the assets that should be checked in and then

press the OK button.

= Batch Check Out / Check In using a text file

AssetManage supports batch check out / check in using
a simple text file. The text file must be formatted with

one asset per line.

25251
25248
25250
25340

Use the Load From File... button in the Check Out or

Check In dialog to choose the text file
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i7" Check Out

Asset #: I

Items To Check Out:

‘ _@J.l Add | ‘XDeleteﬂV Load From File, ..

| BrandMame | Model | Warranty Ex...

MF- 320

< Asset# | Description | Manufacturer
25251 MF- 304 DRAGOM
25248 MF- 302 DRAGOM
25250 MF- 305 DRAGOM

DRAGOM

< |

(LI

—Chedsnnt Tae

This feature is useful with PDA-type barcode scanners.
Most of these scanners will allow the scanning of
multiple asset tags, which can then be exported to a PC

as a text file.

AssetManage makes it easy to view all assets with a
particular status such as all Checked Out items. Open
the View tab and then expand the Status section as

seen in the screenshot below.

<+ All Status: Ch

ecked Out

& Lu:n:atiu:unl Category i3] "~"'iE!'-'"-'|

= ® Status
B Checked In

=) Ehecke%ﬁut
[% Azsigned To

Employess

— 2w '

ﬂ Agzigned To Custorner

a

Matebook [tems by Typ

m

Locati

Fairmo

385 Fairmo

388 Fairmo

To run a report that only contains assets with a
particular status such as "Checked Out", simply right
mouse click on the status and then select the report from

the popup menu.
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Addltem FPropriles MowiCpy | Delete | Refresh | Find | Mewloc  Print Clone  Attachmi  Ad

» All Status: Checked Out
@ Locstion | B Category n‘l.-"wl

Tech Serviced

= B Stabus
Checked |

m o " Fairmont Tech Service:

oy, Lhecked iy
& I-é] Azzigned To X, AddRem(s) using this Status...
Elhn'g-adrnq Run Report Using | ListofAssets |
S Elm;ﬁl Eun Report using... List of Assets (Fiancial)
® obe ten S —
Il @ Motebook ltems by Azzignes Assets grouped by Category
@ (S Completed Notebook Items e Assets grouped by Vendor
[# m Uncompleted Motebook: ltems Assets Grouped by Location
®= 3 Last Audited Agsets by Location / Dept.,
= Purchases .

Assets G Lecation/C

i W Quesies rouped by on/Category
@ [ Groups Assets by Employee
L P - - 1 [ PRPPURE ) T -y ——

3.12 Disposing Assets

There are several ways to dispose assets in AssetManage:
1/ Select:
TOOLS > DISPOSE...

from the main menu
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i =

Dispose Assets
Asset # [ Barcode: I 21416 Iil IMd
Items To Dispose:
< Amzet# Description Manufacturer BrandMame Model
21417 Havana Tall Storag...

1 mn |

_ Concel |

Out of Service ||7 18/06,2013 j Cancel

Disposal Reason: issing -

!

Enter or scan the asset numbers of the items to be disposed. Enter the Out of Service
and Disposal Reason, then click on the OK button.

2/ Select the assets you wish to be dispose in the asset list window. Right mouse click
to show the popup menu:
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lo /' Add an Attachment...
Add an Image...

L

o | 21416 101 &
Move/Copy ltems(s]...

o
w
b
ol
W +

do | 21415 3.02 Add term(s)...

=
o

Clone

Delete

[ i

X

Run Report Using r

Output Report Using...

[iE]

Output Labels Using...

Output File Cards Using...

led to this record

| Dispose... h
|§| Yiew in Browser

% Properties

o
Select Dispose.. from the popup menu.

3/ 'Drag' the items to be disposed into the Disposed Assets folder. This action will bring
up the Disposal dialog.

] Fharmacy Image
Users
= & Mizsizsauga Office |.-r.:.J:é|e
Custamer Service
M
BT Image
tanagers =4
9 Server Room 1 |m:ge
ﬁ W arehouze
. NOLOCATION o
e = . mage
= [:||:5:|:||:|:5:E|:| fizzets
3 ] 2000-M
g Lr;veknh:.ury ot |m:'ge
arkehing
. | he | 2961-N
“o 1| =
e
— e . 108 K

It is also possible to 'Undispose' an asset by 'dragging' it out of the Disposed Assets
folder to another location folder. Note that doing this will set the disposal fields to
empty. An asset is considered disposed if the Date Sold, Disposal Method or Placed out
of Service fields are set to a non-empty value.
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4/ Edit the asset you wish to dispose by double clicking on the item or choosing
Properties.

I

!

Item Properties

D [

General | Additional | User Fields | Notebook | em Picture(s) | Attachments | Linked Asset

*Depreciation Method:

*Flaced into Service
| 18/06/2013
“Cost

“Salvage Value

"‘Hecn'u'er'_.r Period

=]

Years: |0 :ll

Annual Depreciation Schedule:

;I Recalculate |

. Depreciation I

* Required Fields

Date Ending | Depreciation

| Total Depreciati... | Book Value |

Business Use (%) W Manthly Depreciation Schedule:

Percentage (%) Per Year

=
u

Date Ending | Depreciation

| Total Depreciati.. | Book Value |

— Disposal
Ot of Service

||7 18/06/2013 j
Method
Retirement

Sale Price:

Acc. Dep.:
BV
(Gain/Loss:

— Prior Depreciation
™ Amourt: |5.00

Forthe Period Ended: |

=]

o |

Cancel |

Click on the Depreciation tab. Enter the Disposal information in the section highlighted
in the screenshot above. Click OK to save the Disposal information and dispose the
asset.

All Disposed Assets are moved to the Disposed Assets folder.
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8 Location £ {444)
B & Main Office
7 Accounting
F7 Krightshridge Suite

'@' Deleted [tems

4 Managing Locations

4.1 What are Locations?

Locations

Locations represent a particular home or office, although it is certainly possible
to use locations to represent something else, such as a vehicle, company or
person. AssetManage provides flexibility, allowing you to use locations in the
most convenient manner for you. In the example shown below, the locations
are Toronto Office and Main Office (highlighted).

A L [T TN TSy TR PP RS TEY [N

(3
@ Location l i I:ateg-:ury] B viev

TQM
7 Sales

= & Toronto Office

7 Marketing
'@' Deleted ltems

The way locations work for you depends on your needs. Some things to keep
in mind when organizing your locations are:

e Where are the items physically located?

¢ Remember, if you change your locations later, you can easily move the
appropriate items into the new locations and remove the obsolete locations

Departments
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i

@ Location l A Eategnr_l,l] i) ‘-.fiew]
E & Main Office

B @ Toronto kedice
F3 Marketing
ﬁ[ Deleted Iterms

AssetManage allows you to specify which department an asset is located in.
Click on the Dept. To see only the assets found in the selected Department.

4.2 Creating new locations

You can create locations at any time. A location consists of a Name and
Comments. If you need to change the name of the location, you can change it
by choosing the "Properties" menu item while the location is selected. This is
described in more detail in the following section on Editing Locations. You can
create as many locations as you need.

= To create a location

1. Click New Location from the File menu. The Create a New Location dialog appears.
2. Provide a descriptive Name for the location. You can optionally add information
about the location in the Description area.

4.3 Editing and printing location barcodes

You can modify the location's description as well as the information that
appears on the status bar when the location is opened.

2 To edit a location

1. Select the location you want to modify in the Locations tab in the main
window.

2. Cllick Properties from the File menu. The Location Properties dialog
appears.

Make changes to the Name and description and other information as
necessary.
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4.4

F !
Location Properties ﬁ

M ame:
|E|:t$t1:|rl Docklands
Murnbes/Code:

Description:

Barcode; |

| ok | cance

Changing the text in the Location box, as described above.

The Barcode field lets you print out barcodes for your location.

Print Location Barcode Labels

[Tagls | Reporting View Help

W Bar Code Lookup.. Cirl=D
Check Svc. Agreements/ Wamanties...

m Show Totals.. Cerl+T
Select Image Source._..
MAssign Asset Numbers,.
Print Barcode labels with Sequential Mumbers
Print Location Barcode Labels...
Aszet Awdit Using All Data...
Asset Awdit Using...
Change Locatson using Barcodes...
Find Orphaned Records
Create Thumbnails for Images

Regenerate All Depreciation Info

Delete Duplicate Records

Delete Records with Duplicate Asset Murmbers

Delete Records with Duplicate Senal Mumbers
iy Check Out... F8
oy Cheek ln... Fa
r;ﬂ Preferences...

Removing Locations

Select Tools >

You can remove locations at any time. Remember to move your items to
another Location before deleting the location where they reside.
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= To remove a location

1. Select the location you want to delete in the Locations tab on the main
window.

2. Click Delete on the File menu. AssetManage asks you to confirm your
deletion.

3. Click Yes to remove the location.

AssetManage 2011 for Windows l'ﬁ

9 Are you sure you want to delete “TFS Frankfurt'?

Yes Mo

f\EDeleting a location will delete all assets that belong to that location. To
recover items accidentally deleted, open the Deleted Items folder and
'drag' the items out to another location.

5 Generating and Using Reports

5.1 Running Reports

There are several ways to run a report in AssetManage. To run a pre-defined report
that includes ALL assets, select the report from the REPORTING section of the main
menu.

View Help
[5] List of Assets
[5] List of Assets (Financial)
||§| List of Assets (with Barcodes) 1
[Z] Iem Detail (1 Asset per Page) ™
More Reports k

Assets Grouped By 2

Running a report from the main REPORTING menu will include all assets in the report
except for Disposed and Deleted assets.

To run a report that only includes items from a particular location, category,
department, etc...

1/ Select the item that will be used as a source for the report. Right mouse click on the
item and then select RUN REPORT USING and then the report to be used.
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« Bio Net

i Location I @ Categoey | §8 View| Image | Assets | Department | Site Locator | Category
= S —
= M| & Addtemls to this Location..
= @ PennState | Run Report Using List of Assets ment
(5 BOM#| [ Output Report using... List of Assets (Financial)
1 e
3 5O e Bl Output Labels Using.. Assets grouped by Category :
E poM s ¢ Qutput File Cards Using... Aszsets grouped by Vendor -
F3 BOM 8 Depreciation Report Using... Assets Grouped by Location Y
;LI: BOM # New Department.. | Assets by Location / Dept.
[ BOM & | Ascets Grouped by Location/Category
E BOM B x Delete per
— BOM & - Aszsets by Employee ry
E O B pesties Assts with Expiing Laases -
£ BOM 813 Image Item Detail (1 Asset per Page)
wﬂ Mo Luwrsilininrekeennn %m

In the example above, only the items from the location Bio Net will be included in the
report.

When running a report, the Print Options dialog will appear. The default is to print the
report directly to the Printer, click on the Direct to... dropdown to select another output
such as to a Microsoft Excel spreadsheet or PDF file.

B Print Options

Select printing options

Print target
=i Brother MFC-T820M USB

=| Direct tow. | Printer
Printer
| Save options permanenthy |:|:'_'II Preview

Presentation
2| Adobe PDF Format

Options
First page:

Pages:
@ Al

" Page range(s)

= Running a report that you have created

To run reports that you have created, use the Output Report Using... feature.
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From the main menu, you can select Reporting > Output Report Using All
Data...

[Reporting | view  Hetp
= List of Adtits
List of Asvety (Firancial)
List iof Amsets fwith Barcodes)
Hem Detesl [1 fsset per Page]

Mcire Beports [
Assats Grouped By "
Rt s wilh [rages "
Check-Out te Cusiemes Repaits L]
Check-Out ko Employes Reports ¥

Experne Report.

Kaintenance Report

Motebook Eemns Report...

Purchases Report..

Auset Movernents Repert..

Axvet Gtabuy Changes Report.

Azzet Assignment Changes Report.,
Uncompleted Tesks..

Completed Tasks...

Depeecistion Report Using...
Catput Fepeort uming Al Data..

3

Employes Reports L

Hew Rt peerts Wizardd...
Ed# Report

ki Output Report Using..
Creste Labels.
Edit Labeks...

| Output Labels Using..
Creabe Fde Card...
Ecl# File Cards...
Chagput File Cords Lisng

You will be prompted for the name of the report to run. All AssetManage reports
have the file extension .Ist.

The Run Report Using command can also be used with a particular Location,
Category, Department, etc.. To run a report using on the items in a particular
category, right mouse click and select Run Report Using... from the popup menu as
seen below.
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Addbem Progriies  MoviCpy

Delets | Refrazh |

Find Mawy Loz f

@ Locaon & Caiegoy | B view |

& Compuler Modem
& Compustar Monitor
B Compuler Metheibosd

& Computar Network Adapter

B Compulai Peiipherals
& Computer Printer

& Compulai Servize

i Compuber Sound Card
B Compulei Speskeiz
H Compuber Storage
8 Computer Video Cad

I IS ™t cris) sing this Category..

mnm

Image | Location ]

PO
=

Mo Thamhill
Image  Ressarch

g Et:a:t Add a Categaory...
B Destop Run Report Using L
& Disposal Run Report using this Category... =
Erian's PC - Dell Inc. Deell C Depreciation Report Using...
Delete
% Properties...

Running a report using only selected assets

p—

To run a report using only certain assets, simply select the assets and right mouse
click. Then choose the appropriate report from the popup menu.
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| Department | Site Locator | Category | Brandiame | Model | Description | Manufacturer | Status =
BOM #3 G741 Desks CPCT2Z1070R. U™ Workstation Darran Fumniture
Credenza
{21Glass Door Lab Puffer Hubbard
47 Add an Attachment... 41 CuFt
Medical £ Add an Image... fit. - GE
Equiprment —
& Move/Copy Items(s)...
O Add tem(s)...
Ay Llone
¥ Delete
BOM &7 Medical ac |lnrinmht e
Equipment | RunReport Using [F] Listof Assets
BOM #7 Medical B3| Output Report Using... [5] List of Assets (Firffncial)
m ) Evinmant | E| Output Labels Using... [S] List of Assets (with Barcodes)
£3 Output File Cards Using... [5] Assets grouped by Category
=| Assets grouped by Vendor
‘Elslﬂﬂ Door @ ‘ [Z] Assets by Lecation / Dept
Yiew in Browser [5] Assets by Employee
[Z] Assets with Expiring Leases
[E] Bem Detail [ Asset per Page)

Reports with Images
Expense Repod...

The same concept applies to Employees and other data groups that can be found
in the View section of the main window.

L= T e g e

T e

Lucal'un] b catagey B8 View 1 Image | Asset® | Location | Department
= Employees -
Asniien, Shanbu
[E2] Amin, Shanba
Brucklacher, Rob
Desai, Diimant £
EHB ayoumy, F.aram
E Krzemireki, Jacsk ;
8 Ling, Jyh Min @ Add ltemis) using this Employee... |
Lowsghran, Thomas Add Mew Empgloyee... :
Prokepeask, Bogden [~ p | Lstof Assetq)
Richs, John Report Using List of Assets (Financial)
Sirha, Raghu Bun Report using... List of Assets (with Barcs
(8] Speatt. Thomas X Delete Assets grouped by Catey
3::5; Erum 8 Properties... , Bssets grouped by Vendt
[E=] ‘Wamnar. Henm s ||¢ [ ] Assets Grouped by Locat
Assets by Location / Deg
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5.2

Creating Reports

The quickest way to generate a simple report is to use the Generate Asset Report
command Reporting > Generate Asset Report... from the main menu.

Reportin View Help

List of Assets

Assets Grouped by Location

Assets Grouped by Location and Room
Assets Greuped by Location/Category
Assets Grouped by Category

Assets Grouped by Vender

Assets - Photo Album View

Insurance Report

Assets Grouped by Manufacturer
Assets with Expinng Leases

Iberm Detail {1 Asset per Page)

Asset Wamanty Information

Asset Lease Information

A@A O A @A A AN NN D

Beneficiary Report
Reports with Images
Output Report using All Data...

sty Generate Asset Report...
Edit Repert...

i

Create Mew Report...

Output Report Using...
Create Labels...

Edit Labels...

ii| Output Labels Using...

Create File Card...

‘Edit File Cands... )
- e e b ol d—.\_ /

p L W N VR NPV O v, Wy

o

Enter the name of the report, then specify which fields should be shown, sorting and
grouping options. The Create Report and Design... button will create the report and
open the HomeManage report designer with the newly created report in edit mode. The
Create Report and Close button will simply create the report immediately with no
further actions necessary.
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Create Items Report 2]
Paper Orientation
= Portrait " Landscape
Save As Report: |Mw.ssgtﬂgpc-t st (Mandatory Fiekd)
[ Show Totals Summary [ Show Ttem Image
Grouping and Sorting Opbions
SortBy: | Asset.DatePurchased [ |
GroupBy: | x| I Show Group Totals
Report Format
Avaiable Sields: Fields to print:
Assethium. a width | Heading
mﬂﬂ - 120 Description
Base=Cost 100 Manufacturer
BoughitFrom =3 Brandhame
Brandiame _I 20 Mol
Category BS Locaton
Colar = BS Room
Comments 85 Category
(Condtion Move Lo
Currentiaiue
DatePurdased B Maowe Down
:’ +/- Column Width
Create Report and Design... | Create Report and Close | Clase

Once a report is created, you can execute it by selecting Output Report Using... from
a popup menu or from the Reporting main menu.
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Lold tem  Propriies  MowfCpy Delete Refresh

o

@2 Location l i Eateg-:nr_l,l] i3] "-.fiew] iy
..... £ Circulation £ Irﬁl.;
----- ﬁ uzerful

=@ DR 5

_____ T Adi 8 Add Itermn(s) to this Location...

..... £ Cal Run Report Using
""" g I:h'| Run Report using...
----- Cire

Loy
Output Labels Using...
..... F use Output File Cards Using...
[—]@' Retired New Room...

----- ﬁ[ Deleteg % Delete

= % Properties
ICS - Metralogl

5.21 Custom Reports

AssetManage allows you to customize your own reports.

= Creating Custom Reports

If the report you are creating is similar to one already in the program, Select
Reporting > Edit Report... from the main menu and choose the report. Then
save the report under a different filename and start making changes.

AssetManage also includes a Create Assets Report... feature. Use it to create
simple asset reports.
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e el

=l
]
=l

List of Assets

Ligt of Assets (Financial)

List of Assets [with Barcodes)
Itemn Detail (1 Asset per Page)
More Reports

Aszets Grouped By

Reports with Images

Check-Out to Customer Reports
Check-Out to Employee Reports
Expense Report...

Maintenance Report...
Metebook ltems Report...
Purchases Report...

Asset Movemnents Report...
Asset Status Changes Report...

Aszet Assignment Changes Report...

Uncompleted Tasks...
Completed Tasks...
Depreciation Report Using...
Qutput Report using All Data...
Employee Reports

i

|

Create Assets Report...

MNew Reports Wizard.... [.}
Edit Report...

Output Report Using...

Select Reporting > Create Assets Report... and the following window will
appear:

64
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Create Assets Report

Paper Orientation

@ % Portrait

Sawve Az Report: | Sepledssels

Grouping and Sorting Options

st (Mandatory Field)

I™ Show Totals Summary [ Show Asset Image

Sart By: |

=

Group By: |

Rezpart Farmat
Available Fislds:

Aoct.Code -
Actual Total Cost

Agoats

AzsignedTa

BarCode

BaseCost

Business_ise(¥t)

ChednDutDue s

Categary
CheckedOut

j [ Show Group Totals

Fields to print:

Width | Headng |

130 Descriplion

100 Manufacturer

25 Brandhame [
| 50 Mol

BoughtFrom BS Lo i
Erandiame Q B5 Dwepar tment

+| += Column Width

Create Report and Design. ., | Create Report and Clase | Close

The Save As Report field is mandatory, enter a name for the new report there.
The Create Report and Design... button will bring up the Report Designer with
the new report in edit mode. The Create Report and Close button will create

the report and save it to the AssetManage reports folder.

AssetManage also has a New Report Wizard command that is useful in some

instances.

From the Reporting menu, select New Reports Wizard. The Project Wizard
will appear, directing you through the steps to create a new project:

unhwnE

Set print options and paper size

Set options for page humbering and title:
Choose table options and summary
Choose the data for the list

Create Your Report, proceed to the Label and Report Designer.

For more information on using these steps, see Step-by-Step Example: Report

5.2.2 Label and Report Designer

The Label and Report Designer allows you to create custom labels, file cards,
and reports to complement AssetManage's functionality. To open the Label and
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Report Designer, select

Reporting > Create New Report... to create a new report working with .Ist
files, or

Reporting > Create / Edit Labels... to create new labels or work with existing
label (.lbl) files, or

Reporting > Create / Edit File Card... to create new file cards or work with
existing card (.crd) files.

Note: In order to use the Edit... feature, you must have previously created .Ibl
or .crd files. To edit labels or cards, select a .lbl or .crd file in the Open dialog
box.

Choosing Create... under Reporting takes you directly to the Project Wizard
main screen, as shown below:

Project Wizard x|

[ — Welcome to the project wizard

Thiz wizard will lead you step by gtep through the generation of a new project. To continue,
click the Mest' buttan.

ns

help

The zteps on the way to pour list are;

- Set print ophiong and paper zize

- Set optionz for page numbering and btle
- Choose the data for the list

4 Back Mewut » Cancel
o v [ o] |

For more information about using the Project Wizard, please see Step-by-Step
Example: Report. If you do not want to use the Project Wizard to begin your
project, you can close it by clicking on the X in the top right-hand corner, which
takes you directly to the main Label and Report Designer screen, as shown
below.
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5.2.2.1

I®% Designer - C:\Program Files\AssetManage\Re portsiAssetsByPicture. Ist

File Edit Project Objects Wiew 2
O = &8 %
Dbjects x
[ Project
e = [Table]

[Text]

= [Text]
e [Test]
[z
&
P
Iy
531
B B Objects | Layers |Preview |
QE L
Il ]
@ Appearance Co... T.. [Show] =
ﬁ Background Calar True [res]
[rata Lines
Default Font (Arial 1...
Fixed Size Falze [Mo]

Footer Lines
Group Header L...
| ek ed
[Contents]
Dizplays the properties dialog

Falze [Nal ™

2244, -2.3  Select

250 200 150 100

rmm

1}

= (g &l
50 100

150

EEX

7T N2
mrn || List of variables x
=)-{¢5] Project variables A

AssetManage Report Title

(1] @LLFAK
= Fields
=[] Asset

AzsetMum
LgsignedT
BarCode

M BarCode
Ml Barcode
M B arcode_

MW B arcode
Ml Barcode_
M Barcode

M B arcode_ |
MW B arcode |
Ml Barcode |

M B arcode |
M B arcode_ |
M Barcode |

Ml Barcode |
M B arcode_ |

MW B arcode_ |

M Barcode_|

B Lavout

=i Layouk Preview = Previem <

Table - 10.8mm, 41.9mm - 205, 1mm, 251.5mm = 194,3mm, 209.6mm (Base)

Ml Barcode |
[# BaseCost
BrandM an
Categary
[2F Malar 2

The Label and Report Designer interface, with a report showing Assets by Picture

in progress.

Note: The Label and Report Designer is third-party software, not provided by
Liberty Street Software, included with AssetManage to provide the features

described here.

Software, and not part of this help file).

It comes with its own help file (not provided by Liberty Street

To access the specific Label and Report Designer Help, click on the ? in the
menu bar (as shown above), then select Contents to view the entire help file, or
click Context Sensitive and move the ? mouse cursor icon to click on a part of
the interface. This will show help topics relevant to that part of the interface.

i
[|h‘? Cratext Sensitive
e g;\rén'tents

Selecting Context Sensitive help in the Label and Report Designer.

Step-by-Step Example: Report

To create a report as described in Custom Reports, follow these five steps:
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1. Set print options and paper size: First, using the radio buttons, choose
whether all pages will be printed on the same printer, or whether the cover
page will be printed on a different printer than the following pages. Click Next
to proceed, or Back to return to the Project Wizard welcome screen. Then
set the printer for the report from the available printers (to change a printer
from the default setting, click Choice, which will invoke the Print Setup dialog
box). Then select whether you wish the print to cover the page format, or the
available printing area of the page, using the Force Page Format(s), if
possible and Use physical paper size and not the printable area check-
boxes. Click Next to proceed to Step 2, or Back to return to the initial
printer screen.

Project Wizard x|

‘_____.-""- |P|ea$e chooze the default printer for wour project and set additional printing options. |

~Printer choice for all page

Epzon Stlus COLOR 800 ESCAR 2

~0 pion:

[" Eoice Page Format(z], if possible
v Use physical paper size and not the printable area

< Back I Mext » I Cancel |

The Project Wizard screen setting some print options, as described above.

2. Set options for page numbering and title: AssetManage's default setting is
to number pages, so if you do not wish to have numbered pages, uncheck the
Add Page Numbering check-box. Then, under Options for the title, using
the radio buttons, choose whether your report title will appear only on the first
page or on every page of your report. Click Next to proceed to Step 3, or
Back to return to step 1.
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Project Wizard [ x|

I—-"—'—.—— The assigtant can create a page numbering az well as a list title for youw. The title can appear
on all pages or only on the first page.

ins

help

IV &dd page numbering

Optionz for the kit
IV Add title

< Back Mext = Cancel
2 | | _ Caes |

Setting page options and title in the Project Wizard.

3. Choose Object Type: You To create a report with a single table, simply
select the Table option.

% Choose Object Type [Z|

Choose the object bype that you want to insert into the
Report Container:

E (%) Table

) Crosstab

E ichart
[-.r" oK ] [}( Cancel

Choose Object Type.

4. Choose the table that will be used for the report: AssetManage can create
reports based on data from different sources. The report designer can also
create nested tables. Choose the table that will be used as the initial base
table for this report. For this example, we will select the Asset table.
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% Choose Source Table Path E|

Please choose the source table here:

Aktachment

[+ Custarmer

[+ Dealer
Depreciation

[+ Employes

[+ Insurer

[+ Manufacturer
ManthlyDepreciakion

[+ MotebookItemn

[-f (54 l [X Cancel

Select Source Table screen in the Project Wizard.

5. Choose the data for the list: This box lets you choose which data goes into
the report. Click on entries in the Available Fields box to select them
(Ctrl4click to select multiple entries, Shift4+click to select multiple sequential
entries), then use the > arrow to move the selected entries to the Selected
Fields box. To move all available fields, click the >> button. To remove fields
from the Selected Fields box, click the < button. To remove all fields from
the Selected Fields box, click the << button. You can also sort the selected
fields into whatever order you like (the default is the order in which they're
selected) by clicking on them to highlight them, then using the up- and down-
arrow keys to move them up and down the list to their desired places.
Unchecking the Add Column Titles check-box at the bottom right will remove

headings from the report. Click Next to proceed to Step 6, or Back to return
to step 4.
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™ Pre-selection of fields for a line definition @

Line name: | Line Definition 1 (empky) |

|LlseFuI to distinguish between different. lines of the same tyvpe, |

Insertable fields: Columns: > i
=IC0) Asset "~ fisset
Bezebhum = Asset, AssignedTo

fssignedTo Asset, BarCode

BarCode

(10 Barcode_128

(11 Barcode_zs0L

(1] Barcode_2s1L

(1 Barcode_25TMD

[0 Barcode_zsmaT

(WY Barcode_zoFs

(W Barcode_nzZTEC

(WY Barcode_codabar

(W Barcode_CODE11

(W Barcode_CODEZS

(U0 Barcode_CODEZ9_CRC43
N Rarrode CONFRG FRT

|Please choose the fields to be printed in this line. Properties can be set in the next step, |

Iq/ K ][X Canicel ]

Populating the list with data, using the Available and Selected Fields boxes in the
Project Wizard.

6. Create Your Report: When you have selected all the data to be included, and
sorted it as you want, click Done! to proceed through the Project Wizard to
the Label and Report Designer, or Cancel to escape the Project Wizard without
generating a report.
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% Table Contents - Asset

x)

__Heau:ler Lire | Daka Line Fooker Line | Gru:u.u_:u Header [ Grou_p Fooker [
Line Definition 1 v| = [B2]4 (@
~
Sacion
: _ Link LRL
B Appearance
Background 0 [transparent]
Asset, AssignedTo 7
Asset,BarCode hont [Arial]
e Farmat none
Rotation 0 [0%]
Text Format True [Mormal Text]
Bl Layout
Alignment 0 [left]
Appearance Condition True [Shaw]
Blank Optimization Trug [ves]
Fit 1 [wrap]
Frare
Justified False [Mo] =
Action
[ﬂ Layout, ., ] [ﬁ Appearance Cond, ...
[-./ Ok ] ’X Cancel ]

The Label and Report Designer interface.
To access the specific Label and Report Designer Help, click on the ? in the
menu bar (as shown above), then select Contents to view the entire help file, or

click Context Sensitive and move the ? mouse cursor icon to click on a part of
the interface. This will show help topics relevant to that part of the interface.

5.3 Reporting Fields Explained

Reporting Fields you can use

Most of the fields you can use in a report are self-explanatory. For
example, the Asset.AssetNum field will show the asset number.

Listed are some fields that may need more explanation:

Asset.AskingPrice - If you have an item for sale, this is the asking price for
the item. Not to be confused with Asset.SellingPrice which is the price that
item was actually sold for.

Asset.Created - the date/time the item was first entered into
HomeManage.
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Asset.ItemDetail - this report field will show an entire HMTL display for
that asset, similar to what you see in the item detail window when you
view an asset in the program.

Asset.HasNotebookItems
Asset.HasNotebookItemsDueDate
Asset.HasNotebookItemsInvoiceDate
Asset.HasNotebookItemsCompletionDate
Asset.HasMaintenance
Asset.HasMaintenancelnvoiceDate
Asset.HasMaintenanceCompletionDate
Asset.HasMaintenanceDueDate
Asset.HasReminders
Asset.HasBeenCompleted
Asset.HasWarranty

Asset.HaslLease

Asset.HasInsurance

Asset.HasImage

These boolean fields can be used as filters in a report. So if you are creating a
report that should only show items with a valid warranty. You can use the
Asset.HasWarranty field.

5.4 Depreciation Reports
AssetManage ships with several Monthly and Annual Depreciation report
templates. These reports will show depreciation data grouped by
Category, Department, or simply in a list sorted by Asset Number.
To run a Depreciation Report:
1/ Select the Location, Department or Category whose assets will be

included in the report. To use all assets, select the Use All Assets in
Report checkbox in Step 2.
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-

@ Location i FH categon _ﬂ_ﬂ Wigw

<y

Image

=@ Main Dffice

] Eoard

ﬁ[ Deleted lterms  F

e [ -

Add Itemis) to this Dept. ...

.

Cubput Report using this Dept...
Cukput Labels Using. ..
Cukput File Cards Using...

b

| Depreciation Repark Lsing. .. [g
i Delete

= Properties

You can also select Reporting > Depreciation Report Using from the main

menu.

2/ The Depreciation Report dialog will appear. If you want to run an

annual report choose the

down list contains all valid year-end or month-end dates.

or month-end date is not
assets have depreciation

Year End date from the list provided. The pull-
If a year-end
in the Annual or Monthly list, it is because no
in that period.

E
aF

Depreciation Report

Depreciation Repart [nput

* For the Year Ending:

" Far the Manth Ending:

Depreciation Repaort Templ

—

1243142011

1243142013
1243142014

* Usze Report

[ Use &l Assets in Beport

|Depreciatian Far'ear by Categary

" Select Report Browse... |

[ Inchude Fully Depreciated assets in report

5.5

Sorting & Filtering Data Within Reports

AssetManage allows you to sort data within reports using whichever data field

74
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(s) you prefer. To specify a field by which to sort the report, go to

Reporting > Edit Report

and, when the Report Designer appears, go to

Project > Sort Order of Data.

The selection of Sort Order dialogue box will appear, as shown below:

% selection of Sort Order

Byvailable Sort Orders

X]

Asset, AssetMNumber
Asset, AssiqgnedTo

Asset,DatePurchased [+]
Asset,DatePurchased [-]
Asset.DateSold [+]
Asset,Dategold [-]

Azset,Dealar
fecat NMeanartmant

lv

CIE

l [}( Cancel

The selection of Sort Order dialogue box, showing the available sort options.

Click on an option to select it, and then click OK. When using groups in
reports, it is important to sort by the grouping field. The example above
shows the sorting that should be used in a report that has assets grouped by

category.
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Designer - C:\Program, Files\AssetManage Enterprise\Repo

File Edit Project Objects Wiew 7

DoOB 448 & & 9 | & w
Feport structure x lil ]
e 2 : o K [
B X & B O— s
= [ Report Container i ==t
b Table: Asset [Asset, AssetMumber] =
= = __
“L_
e i
Cbjects  Report sk,..| Lavers Preniew 5
Ll — :
Properties 7
I 1@m=] a; =y -
5[] 4 @]z =
] Fixed Size False [Ma] &)= -
A __
B Layout =
qi Appearance Condition  True [Shi] T
Distance Before 0 [0.0 mm] = __
s Page Break Condition  False [False] 2
N Pagevrap Before False [Mo] —:
ST == e (7)o -
Bl Line Options
Data Lines fscet, AssignedTo
Footer Lines Assel, AssetMurnber

issek, Quankity
issek, Descripkion
isset, Lacakion

Group Footer Lines

'l

Group Header Lines

Bzzet,Dealer
issek, Insurer z

Sorti
Sy Wssek, Category

Sort order bo use,
Wsset, Departrent o

Weset, Location > Depk
£.8.53.7  Select e R T m
Table Sorting

In addition to choosing the sorting field that will be used by the report, each
table can have a sort field associated with it. Select the table in the Report
structure view and then choose the sort field in the Properties window. In the
example shown, the report will be grouped by Category. The Categories will
be shown in alphabetical order. Within each category group the assets will be
sorted by Asset Number.

AssetManage also has a report filter, which allows you to set up parameters
by which to select the data appearing in a report. To access the report filter,
choose Project > Filter from the Report Designer main menu. When the Edit
Filter Condition dialog box appears, follow the tooltips and the internal Report
Designer help to create the filter, as shown below. In the example below
Asset.Category = "" specifies that assets without an assigned category
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should not be included in the report:

% Edit Filter Condition X

| Variables and Functions | Functions || +-*) || Text || Cond() || Date$() || FStrl)
=@ Fields # || Functions: | | a 0
Du
() msset 25 Mumerical Functions ~
[5) Aktachment |2 Date Functions
[ Customer |53 String Functions
[5) Dealer I Misc, Functions
[3) Depreciation IC3) Aggregate Functions
5 Employee IC5) Barcode Functions
[C2) Insurer 25 Corwversion Functions
|5 Manufacturer IC5) Project and Print dependent Functions
[C3) MonkhlyDepreciation lifl LD';IiEé| Functin.ns
[5) NotebookItem " ufl Dirawing Functions v
Insert
jsset.Category 1=" -
. >
® * False
Y
[-/ oK l [X Cancel

The Edit Filter Condition dialog box, showing Variables and Functions. To access
the help topics for this dialog box, click the ? icon in the lower left, as shown

above.

6 Managing Employees, Manufacturers,etc..

6.1  Working with employee data

AssetManage lets you keep track of the employees that work for your organization. To
view the list of Employees, select View > Show > Employees from the main menu
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Reporting | View | Help

1| w| Toolbar 7
:_i\} = A % %
“Cpy | De| ¥ | StatusBar wlos  Print | Clone
e Ly Details
_ Show Employees
ary "-.-"IE| : & | I
Show Thumbnails Manufacturers
View in Browser Customers I
G
Full Screen roups v
w Type Vendors
. u ‘ - 1|||r L LUK arnus v
¥ Azzignes | =

You can also view the employee list by click on the View tab, then selecting the

Employees icon.

FlIE  ACTIONS 1ools  REporting

VIEW  HElp

il
@ @ @ X
Add tem  Propriies  MowiCpy Delete

&

Refresh

= All Employees

%) Lu:u:atiu:unl Cateqorh B8 ViEWl

@ Stahuz L
[% &zzigned To

[-H Emplovess

M otebool, Is by Type
@ Motebook kems by Azsignes
@ Completed Hotebook, [tems

78

To add a new employee to the program, select Actions > Add Employee.. from the

main menu.
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Actions | Tools Reporting View Help
L Add ltemis).. Ctri=N
Add fkemns using Images... Ctrl=I
Add ltemns using Images Source...

Select All Ctril+&

i Eind.. Ctrl+F
Ermpty "Deleted terns’ Folder
Refresh F5

Add Employee...

Add Category... Cirl=G
Add Manufacturer

Add Cugtomer... Cirl+5
Add Dealer...

Add Sef/Group...

Add Insurer...

Add Query... Ctrl+
Add an Attachment...

3. Add an Image...

Delete Del

%

You can also add a new employee dynamically from the Add Asset dialog. Simply type
the the last name, then the first name separated by a comma.

Section: |
Account Cod
Cluantity: 1 ﬂ
Pssiepaed] T Condition:
* Employee © Customer  Other Status:
|Deml:u:uwski. Mitchedl j Sevial H: |_

Or the first name, then last name separated by a space.

To print employee badge(s). Select the employees, you wish to print the badges for,
then right mouse click and press the Print Employee Badges... command from the
popup menu.
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= Last First I Position I Employee® Deg

Irown Karen L55001

% Properties...
Jembowski Mitchell :X Delete

| Print Employee Eadgﬁ...h

/7 Add an Attachment...

The AssetManage report feature is context-sensitive, to run a report based only on the
assets that belong to a particular employee, expand the Employees section in the View
main window by double-clicking on the Employees icon or clicking on the box with a plus
sign to the left of the employees icon.

B Status
[;_éq Agzigned To
Ermployess
Brown, Karen
Dembowski, Mitchel
Demboveski, Paul

Then right mouse click on the employee whose assets you wish to view, pick a report
from the popup menu as shown below.

- - - - = -
Add tem  Propriies  MoviCpy | Delete | Refrezh | Fircd | NE\I Assets Grouped by £
Asset Warranty Infor

= All Items assigned to Employee: Demboy
& Lu:u:atiu:-nl Categaory ] "'-"'iE!'-'N'l

@ Statusz -

Asset Lease Informa

Reports with Images

Expense Report...
[% Assigned To Maintenance Report
=] Emplovess
Brown. Karen Motebook Items Reg
B Dembomsgkdi=lol Purchases Report...
Dembow: 4= Add Item(s] using this Employee... Asset Movements R
Wan Hout Add New Employee... Asset Status Change
] Matebaok lte : ;
Run Report U Asset Ass t
@ M aotebook, [te | Hn heport Using |gnt§:n

[ Completed M Run Report using...
Uncompleted Delete

& Last Audited
_'f. nas . He % Properties...
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6.2 Working with Manufacturers, Insurers, etc..

AssetManage keeps track of Manufacturer, Customer, Vendor and Insurer information.
To view a list of Manufacturers, select View > Show > Manufacturers from the main
menu.

issethvlanage

Tools Reporting | View | Help

) W | Jlv] Teokar y @ | 99

ez howiCpy De Status Bar we Loc Print Clone  Atts
Details
j ] 2 | Show Employees =
1 Categary "ie at
Show Thumbnails Manufacturers
I
:IDF [a] View in Browser Customers
G .
aker Full 5creen roups Firew
Yendors
aker / TUK T T —
1 ] g OO TOREr i
1 Recaords = VEU Firew
e [

Or select the Manufacturer icon from the View tab main window:
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Add tem  Propriies  MowiCpy Delete Fe

+ Al Manufacturer
) Lu:u:atiu:unl B Categdiy B view |

ﬁ' FPurchases \“"--...____--'/
Y Oueries

|_| Groups

E! W arranty Expire
E=piring Leazes
.. Sectiaon

Mie Account Code

A lnvoice

&F Sales

x Dispozalz

2 Dispozal Methods

M
ﬂ Dealers

@ Customers
B Insurers

To View assets from a particular manufacturer, expand the Manufacturer section by
double clicking on the icon or clicking in the box with a plus sign to the left of the icon:

[+ (2] EXpINng LEases
. Section

Rie Account Code

# lreeoice

EF Sales

x Dizpozals

o8 Dizposal Methods

()

ﬁ 3Com
gob ACER
ah AEG
g5k Alpha
gap A0C
o APC

gab ASCOM

Then click on one of the Manufacturers listed to see the assets that use the particular
manufacturer.
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7 How Do |

7.1 Use AssetManage with a PDA type Barcode scanner?

Using a barcode scanner such as the Palm OS-Powered Symbol SPT1550 or SPT1800, you can take
a complete inventory of your assets, then later upload the inventory to AssetManage. To do this you
will need an application such as

On Hand from Stevens Creek Software for the Palm Operating System

http://www.stevenscreek.com/palm/onhand.html

or Dolnventory from WakefieldSoft

http://www.wakefieldsoft.com/doinventory/

Both of these software programs will export collected data from the the PDA/Barcode scanner to a
text file on your PC. This data can then be imported into AssetManage.

7.2 Backup My Data?

Select File > Backup Database... from the main menu. To automatically
backup your data, configure the Backup Directory & Frequency section in
the Preferences dialog - Tools > Preferences
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- Assethanage Preferences T [

Freferenices | Columng | Company | Field Mames | Dapreciation / Facal Year |
Default Aaset Tracking Seftings
¥ Record changes in Location W Record changes in Status & Assigrment

Deciones.
[REELEET

[C-'Code’ Aaset Mg Stel CheckOutBug ) |
Images:

|:_' \Lisers' Liberty Strmed' Spm Dt Roaming ' Assst Manage' Asset nages', J
Reporis, Labels & Fle Cards

[C\Code Asset Mg St Debug Feparts =
Backup Diveclory & Frequency

|C" Usara'Liberty Strest’App Data'Roaming'Asset Manage' Back, J

* Eaclup Manualy ™ Backup Every: [15 runs of AssetManage

Ly ssecd T ke Categnnes

Ird Foor Comms Foom . | [P .

Eth Foor Comms Room A%, Reproduciion

Accounting Futomoble Accessones

Adminisiration BarCode Scanner

Board Room Blattary

Chief Secretary Bade

Chisfs Oflica Black Baery

Cumency Oplions [TFS Frark - Books -
Add & Dept... Add & Categary...

Generate urique Aaset Number ffiekd i left blark with prefic: |

[T Da not alow dupbcabs Assst Mumbers [T Muitiphy Bass Cast by Cuariity

| aK Cancel |

AssetManage stores your backed up data in a ZIP file. The backup includes
the program data file ASSETS.MDB and any image files that you have
attached to entered items. To view your backup files, choose File >
Manage Backup Files... from the main menu.

To view the contents of a backup, you can open the ZIP file by double-
clicking on it or opening the file. The backup file nhame includes the Date and
Time of the backup in the filename. Older backup ZIP files can be deleted if

necessary.

t| Mame Size | Type Date
@ Backup_03_08_2003_9_50_45 PM.zip 6,108 KB  Compressed (zippe,,,  08/0E
I Backup_31_0&8_2003_5_00_47 PM.zZip 6,176 KB  Compressed (zippe,,,  31J0E

To restore backed up data into AssetManage

e AssetManage can ONLY import a Microsoft Access .MDB file that was
backed up to another location.

e Previous versions of AssetManage (2007 and older) would create a new
filename for the backup data file and store it in the Backup folder. If this
applies to your case, first rename the file to ASSETS.MDB

e If you are restoring from version 2011, first unzip the backup file.
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e Copy the ASSETS.MDB file to the Data folder in your current
AssetManage installation, replacing the ASSETS.MDB file that is currently
there (To be safe, rename the current ASSETS.MDB file or make a backup
copy in another location)

e The location of the Data folder can be found in the program Preferences
(Tools > Preferences).

e There is no need to import data unless you have suffered a system crash
or accidently deleted records.

7.3 Change Field Names?

To change field names, Select the Field Names tab from the AssetManage
Preferences dialog. Click on the appropriate column to enter a new field
value. Leave the New Field Name blank to keep the old field name. Note that
the << Asset User Field Tab Title >> is used to change the title of the tab in
the Asset Properties dialog named "User Defined Fields," as shown below.
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. AssetManage Preferences iﬂ

.

Prefarercas | Columna | mmmm;w Yoar |
Chick an the approprate Hew X add or edi 3 new field name

B Exixting Fields -
Color
Department
Lacatian
Made OF
Manufacturer
Murmber Made
Section
Shape
Size
Status
Taxl
Taud
‘Warranty Expire
Wear
B User Fields Tab
User Defired Fiebds
B User-Defined Text Fields
A User-Defined Date Fields
@ User-Defined Boolean Fields
[~ [ PSR P RN [ e w Filids
<< Asset User Field Tab Title »>

Specify the Title of the User Fields tab shown when adding or editing
aszet properties

[ ok | coe |

AssetManage has over 100 user defined fields, including 100 Text, 3 Boolean, 2
Currency and 2 Date fields. You can also change the names for fields such as:
Color, Made Of, Year, Number Made, Size and Shape as seen below.
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[ Add emis) =]
Gereral Addbioral | Lser Fisids | Motsbook | em Fictureis) | Atachments | Linked Asssts | Depraciation |
| =l
Profe % | [ Tesble [ lnsursd

SANaT. Type: |

Bar Code will be »ef to the Asset & F Left Blank

- 3 -

Murber Made: | Color |
Made Of | Size |
Ehape. I Year |

Fﬂamdu:mmmm?ﬂamdmmhamaml
Insurance Info
ineurmd By: | || Pokey: |

won [ 75572 o [ owe
e

When you set the User defined fields in AssetManage.
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. AssetManage Preferences liﬁ'

Prefarerces | Columna | Compary  Field Mames | Depreciation / Facal Year |
Chick an the appropriabe "Hew Field Name' column to add or edit a new field name

B[ Existing Fields] -
3t Dot 1
|5 Vs er-Deined Text Felds :
Usier Foeld 1 cru
User Figld 10 Ukser Fieldl
Lser Field 100
Lbser Foeld 11
User Field 12
Lser Field 13
Liser Foeld 14
User Feeld 15
Ukser Field 16
Lser Field 17
\ser Freld 18
Ubseer Foeld 19
Lser Feeld 2 RAM
Wser Feld 20
User Freld 21
User Field 22
Wser Field 23
Ll leas Faald 24
"Euxisting Fislds |

Use this section to change the names of fields that are already present

in Assethlanage

EIKIC.:-mell

You will notice a User Fields tab when adding or editing assets this tab will let
you enter information for each user defined field that will be stored for the
asset being added/edited.

88
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. Addd remis) 7 Iﬂ .

Gereral | Addtiorf ok | bem Pictursfs) | Attachments | Linked Assets | Depreciation |

CPU

Ran

s

Qr55p

BAS OFFICE Yeruon
HD Size

BAALC

User Fieldd

User Fieldd

User Field1l

Addtional User Fislds can be cresied in the Preferences (Tools > Preferences = User Fedds"{ab].

T R |

The Color, Made Of and Year fields have the added advantage of appearing in
the View display. So you can enumerate these fields and view records by field
value.

+x :IE [E1° =] 2
-

+ =& Groups

# €3 Color

# (1] ‘Year Made
¥ E Made of

7.4 Change multiple records simultaneously?

You may occasionally wish to go back and change some information common to
more than one item record at a time. For example, you may wish to add
insurance information for 8 items. Rather than edit each record individually and
fill in the insurance fields, there is a much easier way:

Changing information for multiple records

1. Select all the items records whose data you wish to change. Then select
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Properties from the main menu or from the right mouse-click context
menu.

2. Specify the information to be updated in all the selected records. Note
that leaving a field blank will NOT result in any information in that field
being set to empty (erased). The field will retain the data (if any) it
contained previously.

7.5 Change the Data File (or Image files) location?

The location of the AssetManage data file (ASSETS.MDB) or the directory used
to store images can be changed from within the Preferences dialog (under
the Tools menu).

D atabaze Directony

C:\Program Fikes\Asseth anage [j

Irrange Drire bcaryr

C:\Progear Files\AzzetM anageidssetimages’ D

If you are using the multi-user capability of AssetManage, be sure that all users
have read-write permission on both these directories.

AssetManage stores images attached to records as jpg images in the Images
directory. The number after the prefix 'Asset' is the unique id of the asset
record. The number in parenthesis "( )" is the image number. Each record can
have up to 4 images. Images belonging to other record types will have a
different prefix, for instance, Dealer images will have the prefix "Dealer" (instead

of "Asset").
X Name Size  Type Dat
A 1) Asset14725(1).ipg S7KB JPEG Image 02f11
11 Asset14730(1).1pg 14KB JPEG Image 0211
1) Asset22566(2). ipg ISKB JPEG Image 02/ 11
!"l fierak 148N 1Y iae FREFR MWETT Ton mrs i

Asset images with prefixes and numbers, as described above.

7.6 Check Service Agreements or Warranties

You can check for expired (or soon to expire) Service Agreements/Warranties
that apply to items you have entered into AssetManage.

= Checking for Expiring Service Agreements/Warranties

1. Click Check Svc. Agreements/Warranties from the File menu. The Check
Warranties dialog appears, as shown below.
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Check Service Agreements W anranties Expiration

BegnDate: |11/28/2003  »  EndDate 03/27/204

Items whosa Svc. Agreements A ananties will expine;
“— Azzet Num. Descriplion Manufacturer Brand Mame Model .

Laminating M achine

< »
..

2. Select the date from which you would like to begin checking warranties.
3. Select the end date, then click the Check button.

All the items whose warranties expire between the 2 dates selected will be
shown. You can then print the list by clicking on the "Print..." button.

An Easier way to view Expiring Warranties, Leases or Service Agreements is
from the View tab. Expand the Expiring Warranties section to see the Month/
Year expiration date for all assets with valid Expiration Dates.

7.7 Create a new Category or Department?

= Creating Categories
There are several ways to create a category or room:

1. Click the Add Category... or Add Room... button in the Preferences
dialog, as shown below.
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eI, LAUER o« FIE glus.

C:AProgram Filezh\bzzethd anagehReport: E]
Uruzed Depts: Uruzed Categornies:
Documentation ~ Additions ~
|nzide Sales Ak
Leqal Books
Library Camera
Lobby Carz
b ain Cateqory
Office Chz
Other Cell Phones
Parch China/Dizhes
Sales Clocksz
Server Room Coffee Tables
Shipping Collections
Starage Computer
Study bt Computer Acceszon bt
Add a Dept... &dd a Category...

2. Type the name of the new category in the Category window when
adding or editing an item. To add a room "on the fly," perform the same action
in the Room/Dept. field.

LOCaran: MR uiice W

Dept: Area w

3. A third way to create a new category is to right mouse-click in the
Category view and select Add Category...

7.8 Edita Category?

= To edit a category

1. Select the category you want to modify in the Category tab in the main
window.

2. Click Properties from the File menu, or from the popup menu that appears
when you right mouse-click. The Category Properties dialog appears, as
shown below.

92
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@8 Location| [E] Category | G view| |
& Additions S
. T ]
§ Books
& Ca 'ﬂl:: Add Ikem(s) using this Category...
> Cq fdd a Categary...
™ Ca
Q CC Run Report using this Category. ..
® 0 et
& Ch elete

™ Chig® properties.., !

Fire File 4-DnwWerticallegal - Fire Fing

| p——
7.9 Remove a Category or Department?

AssetManage ships with many pre-defined categories and rooms. You many
want to simplify data entry by removing unnecessary rooms and/or categories.

= To delete unused Rooms and/or Categories

1. From the AssetManage Setup dialog, select the rooms and categories you
would like to remove. Note that you can select multiple items in both the
room and category list controls. You many select multiple items by holding
down the Shift or Control keys on the keyboard and using the mouse pointer
to click on the entries and select multiple items. The Shift key will select
multiple sequential entries, and the Control key will select multiple individual
entries.

2. Click the delete button.
3. Click the OK button to permanently delete the items, or
4. Click the Cancel button to abort the process.

PHGHUILE:, LOUG: O] IS LalUs.

Delete

L egal
Library
Categaory
Chs
Cell Phones
China/Dishes

Selecting multiple items in the Setup dialog, as described above.
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7.10 Setthe beginning of my companies fiscal year?

You can set the start of the fiscal year from the AssetManage Preferences dialog,
as shown below. (Tools > Preferences)

AssetManage Preferences

Preferences | Columns | Company | Field Mames | Depreciation / Fiscal ¥

IJze the following convention for computing Partial ear Depreciation:

3 Full Wear Record a full vear's depreciation in the first year and nane in

) Half ‘ear: Record half of one pear's depreciation in the first year and h.
the last.

7 Full Month: Depreciation is prarated accarding to the number of months
gervice during the vear, including the month placed in service.

(%) Half Manth: Depreciation if prorated according to the number of manths
gervice during the vear. The month the azset iz placed in service iz incl
only if the placed-in service date fallz on or before the 15th,

i) Actual dapz: Depreciation if prorated according to the number of days i
gervice dunng the year.

Fizcal Year Starts: | Jaruary 1 v

7.11 Sortltems?

E How Do I Sort Items?

To sort items by column, click on the column header. Click on the header again to
toggle the sort from Ascending to Descending and vice-versa. The example below
shows a Descending sort on the Description field.

Description Street

Herman Miller 10201

712 Specify which columns | want to see?

Each company or individual has different needs and requires different information from
AssetManage. Liberty Street Software has kept these differences in mind when
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desighing AssetManage. You can determine the information you need most often or is
most important to you.

= To specify the information you want to view

1. From the AssetManage Setup dialog, open the Columns tab, as shown below.

Preferences | Columng | Company || Field Mames || Depreciation / Fiscal Year

Categories:

& Showing a Categorny W |

Aevailable Columng Show the Fallowing:

Azzat Mum, - Location Y
Agzigned To | RoomDept.

Bar Code Brand Mame

Baze Cost M-:u:lel_ :

B ought Fram Dezcription

Brand Mame Compaty

Businessz Use [%) saM aranty Type
Cateqgary | SA M arranty Expire
Calar Invoice #
Comments Condition

Coarpany Current Value
Condition Date Purchazed
Current Yalue | Bought Fram

Date Purchaszed | Praofit

D ate Sold Date Sold
Depreciation Method |Sold To

2. For each category, select and organize the columns you want to see using the
following buttons:

Delete — Select a column in the Show the Following area and click Delete to remove
the column from the display.

Add — Select a column in the Available Columns area and click Add to display the
column.

Move Up — Select a column in the Show the Following area and click Move Up to have
the column display further to the left.

Move Down — Select a column in the Show the Following area and click Move Down to
have the column display further to the right.

Reset — Click Reset to ignore your changes and return to the default column setup.

713 Track expenses related to an item?

Track expenses related to an item by using the 'Item Notebook' tab when adding or
editing items. This tab is for tracking repairs, part replacements, and other expenses
incurred related to an asset. Use the Add..., Edit... and Delete buttons to manage
entries.
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Tupe: | M aintenatice |
e 05/07/2005 v |
Cost: 53.95

Agzigned To: w

DueDate: | [] ~

Completed: | [] L

Description;

0il Change and &ir Filker Feplacement

Hint: Create a new ltem Hotebook, 'Type' by entering the
hame of the 'Type' directl into the 'Tupe' edit window.

714 How Do | Generate Asset Numbers Automatically?

AssetManage allows you to either specify or automatically generate asset
numbers for use within its database. To automatically generate asset
numbers, go to

Tools > Preferences > Preferences tab

and check the check-box labelled Generate a unique Asset Number if
field is left blank. (This is the default setting, as shown below.)

W Generate a unique Asset Mumber if field iz left Blank
Setting AssetManage to generate unique Asset Numbers

To specify numbers, uncheck the check box described above, and then
enter the asset number in the Asset# field.

7.15 Make my Labels print out properly

AssetManage includes pre-defined label templates for labels from the manufacturers:
Avery, Herma and Leitz. If you are using another type of label, you can customize your
label template by entering the measurements (offsets, width, height, etc...) for the label.
These measurements can usually be found in the label packaging or online.

To enter the measurements for your labels:
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Choose Reporting > Edit Labels... from the main menu.

(eparing] vew i
S List of Assets
= Aty Grouped by Location
= MAssets Grouped by Locetion/Dept.
= Assets Grouped by Location/Category
Assets Grouped by Category
5 Assets Grouped by Employes
T Assets Grouped by Vendar
= Agsets Grouped by Manufacturer

= Aszets with Expiring Leases
= Hem Detal (1 Axset per Page)
(=] Asset ‘Wamanty Informaton

= At Liass Ilermaticn

Raports with Images ]
Chisgk-Oul te Curlesier Rpos "
Check-Out fo Enployes Reports L]
Experae Report..

Fsintenance Report..
Motebook kerns Report...
Purchases Beport..
Uncompheted Tasks...
Comgbetad Tagki..
Depreciation Repont Unng._.
Chatput Bepart uamg All Data...
Empleyes Repods »
Create Assets Repart

Mew Reports Wizard..,

Ed# Report...

B Output Report Using...

= |

Creste Labels..
Exdit Labets...
"B Output Labals Using... L
Crwate Fiba Card_.
Exl#t File Card..,
Oratput File Cords Using.

Select the label template you want to use. Then select Project > Page Setup from the

Report Designer main menu.

B Designer - Cilodeiizsetiing id\Debug Report\CompanyNameBarCade 1 2801

A oA
wl b

iFue Edit [Propect| Objects view ?

1 3 D mge St L ||.nc-5'.

[ lompeetl  peiude.. x
=[] P Layer Definitions... - —
U1 Nl "

) Filter...
A A Susen Yarlabbes
User Vanahbles...
1 Dptacni... =
-
|
0, Objeets| Lay ==
L Propertes ® B

= F=d=17 D

Propetr

<< Compan

Code
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Click on the Regions tab...Expand the Layout Definition section. Then enter the
measurements for the label and then click on the OK button to save your changes.

[ B Layout “1
Regions | Export Media | Templates |
& &
B Layout .
I < - 150 5
Size (horizontal) 2622 in
Size (vertical) 1.000 in

Honzontal Distance 0272 in
Vertical Distance 0.098 in
Homzontal Coumt 2
Vertical Count 10
Horizontal Offset 0157 in
Vertical Offset 0.197 in

Print Order Huorizontal
Bl Printer Settings.
Printer Name Snagit 8
El Paper Size Letter (B500in = 11.0...
Layout Definition

For label and card projects: sets the workspace area.

@) o) [ o]

If you are using a label printer that prints out labels one per row, such as the Zebra label
printer below

Make sure to set both the Horizontal Count and Vertical Count to 1.
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Termplates

I | = Layout

B Layout Definition 2622 in = 1.000 in
Size (horizontal) 2.622 in

Size (vertical) 1.000 in

~ In

Vertical Offzet 197 in

Print Order Horizontal

F Printer Settinns

8 Troubleshooting

8.1 Trouble-shooting and Frequently asked questions

Q: I can't see newly imported data after using the Import function
A: Try closing and reopening the application.

QZ I am trying to print out labels for several assets. Only the first label prints
out. Or the first label prints out multiple times. Or the labels are cut off at the
right or bottom.

A: This usually happens if you are printing to a label printer that prints 1 label
per row. If this is the case...Edit the label template you are using (Reporting >
Edit Labels...). Select Project > Page Setup from the report designer main
menu. Expand the Layout Definition section of the Regions tab.
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o
dﬂegions " Exp)it Media || Templatﬂ|

&

4] 41

=
< E Layout Definition 2622 in = 1.000 in, 1:10
Size (horizontal 2.622 in
Size (vertical) 1.000 in
Horizontal Distance 0.272 in
Vertical Distance 0.098 in
Horizontal Count L},
B —
Horizontal Offset 0157 in
Vertical Offset 0197 in
Print Crder Horizontal
B Printer Settings

Set the Horizontal count and Vertical count to 1. If the problemis that the
labels are cut off when printing. Find out the offsets and measurements of the
labels you are printing to and enter them into the Layout Definition section.
Save the label template and then try printing again.

Templates

I (5o
B Layout Definition 2622 in = 1.000 in
5ize (horizontal) 2.622 in

Size I:vertlcal:l 1.000 in

Yertical Offset 0.197 in
Print Crder Horizontal

F Printer Settinos

Q: Importing an Excel spreadsheet is not importing all my data correctly.

A: This usually happens because of the formatting of the Excel spreadsheet.
Try save the spreadsheet as a CSV file and import again.

Q: I change the database location. AssetManage cannot find the database
afterward.

A: Try closing and reopening the application.
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9

9.1

Q: I get "Divide by Zero" errors, or GPFs when trying to add items
A: Try this:

1. Run Regedit.exe

2. Delete All ../Software/Liberty Street Software/AssetManage nodes in both
HKEY_CURRENT_USER and HKEY_LOCAL_MACHINE

4. Try running AssetManage again.

Q: AssetManage crashes when exiting, or when adding items.

A: Thisis usually because the Headers.wcd has become corrupted. Delete the
file and try running AssetManage again.

Q: When trying to run AssetManage, a message similar to this appears:

"The Microsoft Jet database engine cannot open the file ...
\AssetManage\Assets.mdb. It is already opened exclusively by another user, or
you need permission to view its data."

A: This usually happens when a file called Assets.ldb gets corrupted. Delete
Assets.ldb (NOT ASSETS.mdb !!) from your AssetManage directory and try
running the program again.

User Permissions

Enter topic text here.
Assigning Permissions to AssetManage Users

One of the major new features in AssetManage 2015 is User Permissions. Users can be granted or
denied permission to perform various tasks.

It is not mandatory to set user permissions. If no users are added, the software will behave as if every
user has full permission to any features in the program.
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tegaory I BrandMame I Model I Description I Manufactu

Username: I AMUser|

—User Permissions
[v Is Admin
¥ Can Delete Items
¥ Can Add Items

¥ can Add/Edit Items
Can Check Qut Assets

Can Check In Assets

Can Dispose Assels
Can View Employee Info
Can Import f Restore Data

A3« A

¥ Can Audit Assets
[¥ Can Create/Edit Reports Labels
¥ can Badwp Data

To begin setting user permissions with AssetManage:

1/ Select File > Manage Users... from the main menu.

Note that the first user added must be an Administrator. Only users with the permission level of
Administrator can add, delete and edit other user permissions.
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i) Ibadan - AssetManage

File | Actions Tools

Reporting  View Help

iE] & &

¥ MNew Location

Add Department

39

)
=)
o

Import..

Export...
Export to HTML...

=

Manage Users...

ai

F| Backup Database...
=

Manage Backup Files..,

Rartmra

T

LY. B

2/ You will see the Manage Users dialog open with no users define. Select the Add User button to
begin by adding yourself as an AssetManage Administrator.

-

Manage Users

Sy

Lzer | Privieges

| Admin |

Add User I Maodify Lser

Femove User

Reset Passwaord

*

2/ Enter your Username and permissions. The first user must be an Admin so that option defaults to
True and cannot be changed.
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[ Add User e |

Username: | Stephd]

User Permissions

-

[v¥ Can Delete Items
[v Can Add Items

v Can Add/Edit Items
[v¥ Can Chedk Out Assets

I¥ Can Chedk In Assets

[v¥ Can Dispose Assets

[v¥ Can View Employee Info

¥ Can Import [ Restore Data

¥ Can Audit Assets

[¥ Can Create/Edit Reports Labels
[v¥ Can Backup Data

Save

L. A

3/ Add additional users as needed. Setting the desired permission levels.
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r
Manage Users |£|
Iser | Privileges | Admin I
StephC - .
Add User |£
Username; I PaulD

4 —User Permissions
| [T 1= Admin |

¥ Can Delete Items
[T can Add Ttems

¥ can Add/Edit Items
¥ Can Chedk Out Aszets

[T Can Check In Assets

W Can Dispose Aszets

¥ can View Employee Info
-21:"'-"":'4-"2":'lj ¥ Can Import f Restore Data

¥ Can Audit Assets

¥ Can Create/Edit Reports Labels
¥ Can Backup Data

Save |

Add User M

on Type

- Ot for Status
Change
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-5.
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backup 3, 83

backup your data 83

Bar Code lookup 35

bar code support 35

Batch Check Out / Check In 43
BMP 20

-C -

calculating depreciation 38
Category Name 92
Category Properties 92
Check In/Check Out 43

Check Out Tools or other equipment to an Employee

43

Check Warranties 90
column 94
Columns 94
Contact Information 2
Copy 29

copyright 9

create a category 91

Create Report and Close 63
Create Report and Design... 63
csv 13

custom reports 63

-D -

delete anitem 28

delete unused Rooms 93
Deleted ltems 55
departments 53

depreciation 38

Depreciation Report 73
Disposed Assets 49

Divide by Zero 99

Double Declining Balance 38

-E -

edit a category 92
edit a location 54
edit item 26

EMF 20

employee badge 77
example how-to 67

Excel 13,18
expenses 95
export 18, 19

Export data to an Access or Excel file 18
Export to HTML 19

-F -

FAQ 99
features 1
find item 30
find what 30

-G -

GIF 20
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-H - -N -

home 53 new category 91
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New Reports Wizard 63
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import 3
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Importing data 13
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ltem Notebook 95
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pre-printed barcode labels 35
Print Employee Badges... 77
Print Options 56
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Liberty Street Software Technical Support 2 RegEdit 4
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Registration Code information 4
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report 67
report filter 74
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Reset 94
Manage Users 101 rooms 53
manipulating report data 74
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search 30

search string 30
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setup 4

Single-User installation 4
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upgrade 3
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