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HOME PAGE

The Automated Inventory Support System Home Hagall usersand user groupwvill be the default menu page

NAVIGATION MENU - MENU BAR

The navigation menu provides the user the ability to navigate thriFIR€ Snventory Web Application. The
navigation menu is divided into five different modules. By hovering theemodule names, the user is presented
with a list of options to select. These modules work as a whole from user administration, Adding Assets, Viewing
AssetsDisposal, CustodiaMaintenance and Reports.

MODULES

TheFPC$ventory consists of five modules (see Figure 1.1)s@&im@dules are used to navigate thru the
application from creating a user accountttee asset entry, asset viewingjstodian,maintenanceand reports.

Automated Inventory Support System
Default

Welcome
<User Administration Asset ltem Custodian Maintenance Rep@ Logout

Figure 1.1z Five Modules in the Menu Bar

User Administration

Create User

Update User

Change Password
User Search

DAL Performance Log
Create Role

=A =4 =4 =8 =8 =9

Asset Item

View Assets

New Asset

Mass Assets
Asset Fields

Item Disposal
Item Depreciation
Transfer

Scan Asset ltems

= =4 = =4 - -8 -8 -9
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Custodian

91 View Custodians
M New Custodian
1 Students Import

Maintenance

View CategoriesSubcategoriesStatusesGL Codesvendor Types, Address Types, Contact Types
CatSubCat Mapping

Import Format

Field Mappings

Vendors

=A =4 =4 =8 =9

Reporting

Reports
Parameters
Columns
Connection String

=A =4 =4 =9

SCREEN LAYOUT

TheFPC®wventory 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 aw/ell assearch resultpage sizingThe following sections will provide additional
information on how to use these features.

BREADCRUMBS

A Breadcrumb (See Figure 1.2) gives users a way to track their location withiR@#Yeb Application;the user
will see a breadcrumb on every screen. The breadcrumb veitigd based on the screen users navigated.

User Administration Asset Item Custodian Maintenance Reporting Logout

= Asset Item > View Assets 3
Asset Item Search

Figure 1.2z Breadcrumb

SECTION HEADINGS

Section Headings divide the information on the screBme section headings will assist the rusedetermine
what information is currently being viewed. A Section heading is displayeceddar (See Figure 1.3).
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User Administration Assetitem Custodian Maintenance Reporting Logout

> User Administration > Create User

e 1T
(SIgn Up for New Account —>_ |

User Id: ™
Password:™

Confirm Password:™
E-mail: *

—
BT O e e |

Role:™ | AddAsset
Admin
Reports
Supervisor
User

ser Information > |

Last Name:™

First Name: ™
Employee #:*
Department: ™

Office Phone:

Figure 1.3z Section Headings

PAGING

After the user conducts a search or view information that spans to additional pages, theansgage 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.

12345678910... ]

Figure 1.4z Paging

SORTING DATA
Any column heading ingrid 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 headingserwould like to be sorted.
2. Click once on the desired colurtitie / headerto sort data.

User Administration Asset ltem Custodian Maintenance Reporting Logout

> Reporting > Reports
Reports List

_ wrowp | Type Report Access List | Last Modified | I
Generic fRepoEigbnN Searin Nadsiatnemetutes [3/;3,‘20;;; DioUiUs AM g/ ;
Generic iReport |Asset Item by Building and Room “AdmianeportslUser ;9/13/2010 7:41:43 AM V4V 4E

Figure 1.5z Sorting Datathrough headers

DRILLING DOWN ON DATA

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 datavailable for that item.

a) Determine the field on whichserwant to drill down to view the information.
b) Click on the particular hyperlink within the grid to view additional information.

Total Records: 39322

c%e Category Building Room |Status % Description Manufacturer Model# Serial#
IT COLLEGIATE ACADEMY |CAF POPCORN POP N GO 7000 30007
Department WOODSON VENDER

200004 IT WOODRIDGE JA107 ROUTER CENTRECOM MR820TR S0D572988
Department
‘200416 >1T WOODRIDGE JA115 LAMINATING XYRON 2500 B 006635
Department MACHINE
200449 [IT WOODRIDGE JA11S5 TV TUBE SHARP 25-M100 699634
Department

Figure 1.6z Drilling down Data on BarcodenumberLink

PAGE SIZE

Bydefault, there are 20 (twenty) records displayed on each grid or tdhéepage sizés adjustable as 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 descrithéén paging module in sectidagingSee Figure 1.4)

LOGGING IN

To login into theePC$ventory 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¢ Open Internet Explorer
Step 2¢ In the Address bar, type in tHePC3ventory managemeniveb address:
http://www.friendshipinventory.com/

Step3/ £ A O1 ( KoBpredsRi@ted key ab thg keyboard or cI(E) iconto load the application.
Step 4¢ On the home page, enter your username and password.
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. o Automated Inventory Support System

D
Public Charter School

The mission of Friendship Public Charter School is to provide
a world-class education that motivates students to achieve
high academic standards, enjoy learning and develop as
ethical, literate, well-rounded and self-sufficient citizens
who contribute actively to their communities.

Training Manual

Asset Management

Catherine Sanwo
202-281-1700
csanwo@friendshipschools.org

Log In

User ID:

Password:

Powered by PITech, LLC. ©2005-2010 All Rights Reserved.

Figure 1.7z User Login Page

USER GROUPS

Users are assigned to different user groups based on their functionality in the application. Thive dedined
user groups:

Administrator Group
Reports Group

Add Asset Group
SupervisoiGroup

User GroupDefault User)

=A =4 =4 =4 =9

Administrator Group

The Administrator group has full accessatbthemodules in the=PC@pplication. The Administrator has the
ability to:

M User Administration Module
o0 Create Modify/Update User
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0 User Search

Reset/ ChangePasswords

o Delete UserAccounts

o DAL Performance logs

o Create Roles
Asset Items Module
View Assets

Add New Assdtems
Mass Assets
Asset Fields

Item Disposal
Item Depreciation
Transfer

Scan Asset Iltems
Custodiansodule

o0 View Custodians

O O0OO0OO0OO0OO0OO0oOOo

0 Create New Custodian

0 Students List Import
MaintenanceModule
ViewCategories

View Statuses

View GL Codes
View Vendor Types
View Address Types
View Contact Types
CatSubCat Mapping
Import Format

O OO0 O0OO0OO0OO0OO0OO0OO0oOOo

Add/ViewVendors
ReportsModule

View & RurRepors
CreateReports
Export Repod Data

Create @mmand
Parameters
Columns
Connection Strings

O O0OO0OO0OO0OO0OO0oOOo

Reports Group

View Sub Categories

Add/ViewField Mappings

CreatéEdit AdminReports

The Reports group has limited access to the different modules ikR@application. The Reports user has the

ability to:

1 User Administration Module

T

12

o Change Password

ReportsModule

0 View & RurRepors

0 Create Report

0 Export Repor Data

This page contains confidential
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Add Asset Group

The Add Asset Group has limited access to the different modules FR@&pplication. The Add Asset group has
the ability to:

I User Administration Mdule
o Change Password

9 Asset Iltems Module
0 Add New Asset Items
0 Add Mass Asset Iltems

Supervisor Group

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

I User Administration Module
0o GhangePasswords
o DAL Performance logs
9 Asset ltems Module
View Assets
Add New Assdtems
Add/Update Mass Assets
Asset Fields
Item Disposal
Item Depreciation
Transfer
Scan Asset Iltems
M CustodiansModule
o View Custodians
o Create New Custodian
0 Students List Import
I MaintenanceModule
View Categories
View Sub Categories
View Statuses
View GL Codes
View Vendor Types
View Address Types
View Contact Types
CatSubCat Mapping
Add/ViewImport Format
Add/UpdateField Mappings
Add/ViewVendors
1 ReportsModule
0 View & RurRepors
Export Reports Data
CreateReports
CreatéEdit AdminReports
Create Command

O O0OO0OO0OO0OO0OO0oOOo

O OO0 O0OO0OO0OO0OO0OO0OO0oOOo

O O oo
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o Parameters
o Columns

Users Group

The Users Group has limited access to the different modules iRR@&pplication. The Users group has the

ability to:
1
1

14|

UserAdministration Module
o Change Password
Asset Iltems Module

View Assets

Add New Asset Items
Add Mass Asset Items
Item Disposal

Item Depreciation
Transfer

Imports

Scan Asset Iltems
Custodians

0 ViewCustodians

0 Add New Custodians
0 Students Import
Maintenance Module

o0 Add/View Import Format
ReportsModule

0 ViewReport List

0 Create Report

o View and Run Report
0 Export Report
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USER ADMINISTRATION Module

The User Administration module is used by BERC@&dministrabr group. This module provides thsersthe
ability to create new user profiles, update user pedilchange passwords and seandbw user profilesDAL
Performance Logsnd create roles.

Create User
The Create User screen provides the users the ability to create new users R @®&pplication (see Figure 1.8).

Automated Inventory Support System
Create User

Welcome
User Administration Asset item Custodian Maintenance Reporting Logout

> User Administration > Create User
Sign Up for New Account

UserId:*

Password:®

Confirm
E-mail:*

Assign a Role to the User
Role:* [ AddAssat
Admin

Reports
Supervisor

User Information

Last Name:®

First Name:*®
Employee =:*
Department:*
Office Phone:

Powered by PITech, LLC, ©2005-2010 All Rights Reserved.

Figure 1.8z Create New User

[Note: * indicates the field is required |
Step 1¢ Userlogs intoFPC$ventory.
Step2¢Hover2 @SNJ G KS W! AaSNJ ! RYAYAAUNI GA2YQ 2LIGA2Yy FTNRY (K
Step3c/ f AO1 W/ NBIF (S -RABBNIE AFANER Ydzyi KSNJI RiNgp8oh figmahSrknu bR 4t y A a
the top of the screen.
Step4c9 Yy SN GKS ySg ! aSNJ LR Ay JoliaDoeake Used INisidoddrst hiliabdf R ¢ S d
the First Name and Last Name without spaces).
_Or'_
ProvikUseriIly (G KS W! aSNJLRQ FAStRO®
Step5c 9y SN GKS LI aag2NR Ay (KS Wtl aag2NRQ FTASER
Note: The passwtoongb muasts wwe da alhd contain at | east sever’\ (

letter, one (1) special character and one (1) number.

Step6cReSY i SNJ GKS &lYS LI adag2NR Ay (GKS W/ 2yFANXY tl adag2
Step 7cEnterthe users& I A f | RRNBEAL Ry THEKERWI
Step8&! aaAdy GKS dzaSNRa w2ftS o6& OftAOlAy3d 2y 2yS 2F NRf

1. AddAssetc Adding of Assets

2. Adminc Administrator Access

3. Reportsc Viewand Rurof Reports

4. Userc¢ Default User

5. Supervisor Superwsor user has access tonylanodules
Step9q9yuSNJ 0KS dzaSNR& [Fad blkYS Ay GKS W[ IAad blYSQ TA
Step1c9 Yy G SNJ G KS dzaSNDa CA Nhﬂ bFrYS Ay GKS WCANRBUO bl YSQ
Step11c9 Y G SNJ GKS dzaSNRa 9YLX 28SS ydzvyoSNI o6l v Ay (GKS wov
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Stepl&gyGSNJGKS dza SNN&a 5SLJ NJEYS)/G yI-YS AY 0§KS WwW5SLJ NI
Stepl&gyGSNJ(]KS dzZa SNNR&a 2FFAOS LJszS )/sz()SNJ AY 0KS Wh¥
Stepl14c/ £ A O1 G KS uttenNdbthelb&ton rigHs i side of thecreen.

Update User Profile

Theuserisk 6t S G2 dzLJRI UGS dzaSNJ LINPTAC Sa daAyd GKS W LIREFGS

Figure 1.9z Update User

Step 1¢ Userlogs intoFPC#ventory.
Step 2c Hover over theV! & SNJ | RMA VAXRNIYG FNRY GKS YSydz 6FNJ G GKS
Step3c/ t AO1 W! LIRIFIGS -RABSWNDT ¥HABR YdZfi RSNRHNER S W! aSNI ! RYAYAad
the top of the screen.
Step 4¢ The Administrator may enter new infmation for the following fields:
E-mail, Role User Last NaméJser First Name&mployee #Department Office Phone
Steps/ f AO1 GKS W!LIRFGSQ odzitd2y 2y GKS o62G02Y NARIKIO KI

Change Password
Theusers are able to change passwording the Change Password screen (see Figure 1.10).

Figure 1.10z Change Password Screen

Step 1¢ User logs intd=PC#ventory.

Step2cl 2 OSNJ 2 OSNJ G KSJon®! HISNA 2R YRANRE INE S YSydz 0F NJ G GKS

Step3c/ f A O] tW/ KA ZENERQ TREHYW TKRMIIGRNB/IRSNI GKS W aSNJ ! RYAYA
bar at the top of the screen.

Step 4¢ The Administrator oFPC8z4 SNJ Ydza G Sy GdSNJ 6KS OdzZNNBy G LI &dag2NR

Note: The pas s wtoongbpasswosdtandiz@ntaia at l@éast seven (7) characters with one (1) capital

letter, one (1) special character and one (1) number.

Step 5¢ The Administrator oFPC8z4 SNJ Y| & Sy GSNJ I ySg LI aag2NR Ay (0KS
Step 6¢ Reenter the same passwordinK S W/ 2y FANYXY bSg tl aa62NRQ FTASERO®
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