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The Automated Inventory Support System Home Page for all users and user groups will be the default menu page. 

 
The navigation menu provides the user the ability to navigate thru the FPCS Inventory Web Application. The 
navigation menu is divided into five different modules. By hovering over the module names, the user is presented 
with a list of options to select. These modules work as a whole from user administration, Adding Assets, Viewing 
Assets, Disposal, Custodian, Maintenance and Reports. 

 
The FPCS Inventory consists of five modules (see Figure 1.1). These modules are used to navigate thru the 
application from creating a user account to the asset entry, asset viewing, custodian, maintenance and reports. 
 

 

Figure 1.1 ɀ Five Modules in the Menu Bar  

 

 

¶ Create User 

¶ Update User 

¶ Change Password 

¶ User Search 

¶ DAL Performance Log 

¶ Create Role 
 

 

¶ View Assets 

¶ New Asset 

¶ Mass Assets 

¶ Asset Fields 

¶ Item Disposal 

¶ Item Depreciation 

¶ Transfer 

¶ Scan Asset Items 
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¶ View Custodians 

¶ New Custodian 

¶ Students Import 
 

 

¶ View Categories, Subcategories, Statuses, GL Codes, Vendor Types, Address Types, Contact Types 

¶ Cat-SubCat Mapping 

¶ Import Format 

¶ Field Mappings 

¶ Vendors 
 

 

¶ Reports 

¶ Parameters 

¶ Columns 

¶ Connection Strings 

 
The FPCS Inventory Web Application has several user friendly features to assist the user in navigating and 
selecting information within the system. These features are called as breadcrumbs, paging, section headings, 
sorting, drilling down as well as search results page sizing. The following sections will provide additional 
information on how to use these features. 

 
A Breadcrumb (See Figure 1.2) gives users a way to track their location within the FPCS Web Application; the user 
will see a breadcrumb on every screen. The breadcrumb will change based on the screen user has navigated. 
 

 

Figure 1.2 ɀ Breadcrumb 

 
Section Headings divide the information on the screen. The section headings will assist the user to determine 
what information is currently being viewed. A  Section heading is displayed as a red bar (See Figure 1.3). 
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Figure 1.3 ɀ Section Headings 

 
After the user conducts a search or view information that spans to additional pages, the user can page through 
the results. By clicking on the page number (See Figure 1.4), the user can view the additional information. The 
page numbers will be displayed at the bottom of the results screen. 
 

 

Figure 1.4 ɀ Paging 

Any column heading in a grid that has a hyperlink can be sorted (See Figure 1.5). 

To sort by a particular column heading, use the following instructions: 

1. Determine which column heading user would like to be sorted. 

2. Click once on the desired column title / header to sort data. 

 

Figure 1.5 ɀ Sorting Data through headers 

Selected data in each grid can be drilled down if additional information is available for a particular field (See 

Figure 1.6). 
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A hyperlink on a particular field will signify additional data is available for that item. 

a) Determine the field on which user want to drill down to view the information. 

b) Click on the particular hyperlink within the grid to view additional information. 

 

Figure 1.6 ɀ Drilling down Data on Barcode number Link 

 

By default, there are 20 (twenty) records displayed on each grid or table (the page size is adjustable as a system 

configured parameter). The user can view 20 records on the screen. If there are more than 20 records, the user 

will see paging feature described in paging module in section ΨpagingΩ (See Figure 1.4)  

 
To login into the FPCS Inventory Web Application, make sure you have a valid username and password. Once you 
have a valid username and password, do the following (See Figure 1.7): 
 
Step 1 ς Open Internet Explorer 
Step 2 ς In the Address bar, type in the FPCS Inventory management web address: 

http://www.friendshipinventory.com/ 

Step 3 ς /ƭƛŎƪ ǘƘŜ ΨDƻΩ ƛŎƻƴ or press enter key on the keyboard or click ( ) icon to load the application. 
Step 4 ς On the home page, enter your username and password. 

http://www.friendshipinventory.com/
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Figure 1.7 ɀ User Login Page 

Users are assigned to different user groups based on their functionality in the application. There are five defined 

user groups: 

¶ Administrator Group   

¶ Reports Group 

¶ Add Asset Group 

¶ Supervisor Group 

¶ User Group (Default User) 

 

The Administrator group has full access to all the modules in the FPCS application. The Administrator has the 

ability to: 

¶ User Administration Module  
o Create, Modify/Update User 
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o User Search 
Reset /  Change Passwords 

o Delete User Accounts 
o DAL Performance logs  
o Create Roles  

¶ Asset Items Module  
o View Assets 
o Add New Asset Items 
o Mass Assets 
o Asset Fields 
o Item Disposal 
o Item Depreciation 
o Transfer  
o Scan Asset Items 

¶ Custodians Module  
o View Custodians 
o Create New Custodian 
o Students List Import 

¶ Maintenance Module 
o View Categories 
o View Sub Categories 
o View Statuses 
o View GL Codes 
o View Vendor Types 
o View Address Types 
o View Contact Types 
o Cat-SubCat Mapping 
o Import Format 
o Add/View Field Mappings  
o Add/View Vendors 

¶ Reports Module  
o View & Run Reports  
o Create Reports 
o Export Reports Data 
o Create/Edit Admin Reports 
o Create Command 
o Parameters 
o Columns 
o Connection Strings 

 

The Reports group has limited access to the different modules in the FPCS application. The Reports user has the 

ability to: 

¶ User Administration Module  
o Change Password  

¶ Reports Module  
o View & Run Reports  
o Create Report 
o Export Reports Data  
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The Add Asset Group has limited access to the different modules in the FPCS application. The Add Asset group has 

the ability to: 

¶ User Administration Module  
o Change Password  

¶ Asset Items Module  
o Add New Asset Items 
o Add Mass Asset Items 

 

 

This Supervisor User Group has access to all user groups like Reports Group, Add Assets Group and Users Group. 

¶ User Administration Module  
o Change Passwords 
o DAL Performance logs  

¶ Asset Items Module  
o View Assets 
o Add New Asset Items 
o Add/Update Mass Assets 
o Asset Fields 
o Item Disposal 
o Item Depreciation 
o Transfer  
o Scan Asset Items 

¶ Custodians Module  
o View Custodians 
o Create New Custodian 
o Students List Import 

¶ Maintenance Module 
o View Categories 
o View Sub Categories 
o View Statuses 
o View GL Codes 
o View Vendor Types 
o View Address Types 
o View Contact Types 
o Cat-SubCat Mapping 
o Add/View Import Format 
o Add/Update Field Mappings  
o Add/View Vendors 

¶ Reports Module  
o View & Run Reports  
o Export Reports Data 
o Create Reports 
o Create/Edit Admin Reports 
o Create Command 
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o Parameters 
o Columns 

 

The Users Group has limited access to the different modules in the FPCS application. The Users group has the 

ability to: 

¶ User Administration Module  
o Change Password  

¶ Asset Items Module  
o View Assets  
o Add New Asset Items 
o Add Mass Asset Items  
o Item Disposal  
o Item Depreciation  
o Transfer  
o Imports 
o Scan Asset Items 

¶ Custodians  
o View Custodians 
o Add New Custodians 
o Students Import 

¶ Maintenance Module 
o Add/View Import Format 

¶ Reports Module  
o View Report List  
o Create Report 
o View and Run Report 
o Export Report  
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The User Administration module is used by the FPCS administrator group.  This module provides the users the 
ability to create new user profiles, update user profiles, change passwords and search, view user profiles, DAL 
Performance Logs and create roles. 
 

The Create User screen provides the users the ability to create new users for the FPCS application (see Figure 1.8).  
 

 

Figure 1.8 ɀ Create New User 

 
Note: * indicates the field is required 

Step 1 ς User logs into FPCS Inventory. 
Step 2 ς Hover ƻǾŜǊ ǘƘŜ Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
Step 3 ς /ƭƛŎƪ Ψ/ǊŜŀǘŜ ¦ǎŜǊΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƭƛǎǘ ǳƴŘŜǊ ǘƘŜ Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ƻption from the menu bar at 

the top of the screen. 
Step 4 ς 9ƴǘŜǊ ǘƘŜ ƴŜǿ ¦ǎŜǊ LŘ ƛƴ ǘƘŜ Ψ¦ǎŜǊ LŘΩ ŦƛŜƭŘ όŜΦƎΦ ¦ǎŜǊ ƴŀƳŜ ƛǎ John Doe the User Id is: jdoe ς first initial of 

the First Name and Last Name without spaces). 
         - or - 
                Provide User ID ƛƴ ǘƘŜ Ψ¦ǎŜǊ LŘΩ ŦƛŜƭŘΦ 
Step 5 ς 9ƴǘŜǊ ǘƘŜ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ΨtŀǎǎǿƻǊŘΩ ŦƛŜƭŘ  
Note: The password must be a óstrongô password and contain at least seven (7) characters with one (1) capital 
letter, one (1) special character and one (1) number.  

Step 6 ς Re-ŜƴǘŜǊ ǘƘŜ ǎŀƳŜ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ Ψ/ƻƴŦƛǊƳ tŀǎǎǿƻǊŘΩ ŦƛŜƭŘΦ 
Step 7 ς Enter the users e-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ Ψ9-ƳŀƛƭΩ ŦƛŜƭŘΦ 
Step 8 ς !ǎǎƛƎƴ ǘƘŜ ǳǎŜǊΩǎ wƻƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƻƴŜ ƻŦ ǊƻƭŜǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ ΨwƻƭŜΩ ŦƛŜƭŘΦ   

1. Add Asset ς Adding of Assets 
2. Admin ς Administrator Access 
3. Reports ς View and Run of Reports 
4. User ς Default User 
5. Supervisor ς Supervisor user has access to many modules 

Step 9 ς 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ [ŀǎǘ bŀƳŜ ƛƴ ǘƘŜ Ψ[ŀǎǘ bŀƳŜΩ ŦƛŜƭŘΦ 
Step 10 ς 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ CƛǊǎǘ bŀƳŜ ƛƴ ǘƘŜ ΨCƛǊǎǘ bŀƳŜΩ ŦƛŜƭŘΦ 
Step 11 ς 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ 9ƳǇƭƻȅŜŜ ƴǳƳōŜǊ όІύ ƛƴ ǘƘŜ Ψ9ƳǇƭƻȅŜŜ ІΩ ŦƛŜƭŘΦ 
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Step 12 ς 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ 5ŜǇŀǊǘƳŜƴǘ ƴŀƳŜ ƛƴ ǘƘŜ Ψ5ŜǇŀǊǘƳŜƴǘΩ ŦƛŜƭŘΦ 
Step 13 ς 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ƻŦŦƛŎŜ ǇƘƻƴŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ ΨhŦŦƛŎŜ tƘƻƴŜΩ ŦƛŜƭŘΦ 
Step 14 ς /ƭƛŎƪ ǘƘŜ Ψ/ǊŜŀǘŜ ¦ǎŜǊΩ ōutton on the bottom right hand side of the screen. 
 

The user is ŀōƭŜ ǘƻ ǳǇŘŀǘŜ ǳǎŜǊ ǇǊƻŦƛƭŜǎ ǳǎƛƴƎ ǘƘŜ Ψ¦ǇŘŀǘŜ ¦ǎŜǊΩ ǎŎǊŜŜƴ ό{ŜŜ CƛƎǳǊŜ мΦфύΦ 
 

 

Figure 1.9 ɀ Update User 

 
Step 1 ς User logs into FPCS Inventory. 
Step 2 ς Hover over the Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘionΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ   
Step 3 ς /ƭƛŎƪ Ψ¦ǇŘŀǘŜ ¦ǎŜǊΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƭƛǎǘ ǳƴŘŜǊ ǘƘŜ Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ ŀǘ 

the top of the screen. 
Step 4 ς The Administrator may enter new information for the following fields: 

 E-mail, Role, User Last Name, User First Name, Employee #, Department, Office Phone 
Step 5 ς /ƭƛŎƪ ǘƘŜ Ψ¦ǇŘŀǘŜΩ ōǳǘǘƻƴ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
 

The users are able to change passwords using the Change Password screen (see Figure 1.10). 

 

Figure 1.10 ɀ Change Password Screen 

 
Step 1 ς User logs into FPCS Inventory. 
Step 2 ς IƻǾŜǊ ƻǾŜǊ ǘƘŜ Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘionΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ   
Step 3 ς /ƭƛŎƪ Ψ/ƘŀƴƎŜ tŀǎǎǿƻǊŘΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƭƛǎǘ ǳƴŘŜǊ ǘƘŜ Ψ¦ǎŜǊ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ 

bar at the top of the screen. 
Step 4 ς The Administrator or FPCS ǳǎŜǊ Ƴǳǎǘ ŜƴǘŜǊ ǘƘŜ ŎǳǊǊŜƴǘ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ΨtŀǎǎǿƻǊŘΩ ŦƛŜƭŘΦ 
Note: The password must be a óstrongô password and contain at least seven (7) characters with one (1) capital 
letter, one (1) special character and one (1) number.  

Step 5 ς The Administrator or FPCS ǳǎŜǊ Ƴŀȅ ŜƴǘŜǊ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ΨtŀǎǎǿƻǊŘΩ ŦƛŜƭŘΦ 
Step 6 ς Re-enter the same password in ǘƘŜ Ψ/ƻƴŦƛǊƳ bŜǿ tŀǎǎǿƻǊŘΩ ŦƛŜƭŘΦ 






























































