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Overview

RedBeam Asset Tracking™ was designed to make the collection of asset data faster and more
reliable. Use the software to track computers, equipment, furniture, vehicles and other valuable
assets.

This document is divided into several sections which explain the functions of RedBeam Asset
Tracking™.

The “Installation” section explains how to install RedBeam Asset Tracking™ software on your
PC.

The “PC Application” section describes the main system functions: master data, asset data,
inventory, reporting, sync handheld (Mobile or RFID Edition only) and admin.

The “Using the Mobile Computers” section explains the main functions to be used on the mobile
computer: update and inventory. These functions are only available if you are using the Mobile
or RFID Edition of the software.

Before installing the RedBeam Asset Tracking™ software, please make sure that the following
system requirements are met.

PC Prerequisites
In order for the PC software to perform properly, the PC must have the following:

Windows® XP, 2003, Vista or Windows® 7

Pentium® IV or Greater Processor

512 MB RAM, 1 Gig Free Hard Disk Space

Microsoft® ActiveSync (for XP) or Windows® Mobile Device Center (for Vista and
Windows® 7) if using Mobile or RFID Edition

o Microsoft® SQL Server 2000, 2005, 2008 or 2008R2 (if more than 10 concurrent users)

Mobile Computer Prerequisites

If you are using the Mobile or RFID Edition please go to the www.redbeam.com website under
Products->Barcode/RFID Readers for a list of compatible devices.

You may also contact RedBeam or your local RedBeam reseller for questions about hardware
compatibility.

All trademarks in this manual are the property of their respective owners.
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Section 1: Installation

The RedBeam Asset Tracking® PC software is the main database for all of your asset
information. The software is found on the CD that came with this system. This software allows
you to enter and view asset data, create physical inventories, print labels and run reports.

Installing the PC Software

IMPORTANT: If you have purchased licenses for a multi-user version of the system and
want to network all of your PCs together, install the RedBeam Asset Tracking® software on
the computer or server where you want the database to reside. Once installed there, you
can install on your other PCs.

Before installing please note the following recommendations to insure a successful install:

1. You must be logged in as a Local Windows Administrator to install.

2. If you are running a Windows Vista or Windows 7 machine, you must first disable the User
Account Control (UAC). UAC settings can be found under Control Panel->User Accounts.

3. Temporarily disable all firewalls and anti-virus applications. (If you click your Start button
and type services.msc into your run bar (Windows XP) or start search bar (Windows Vista/7),
you can see what firewalls and anti-virus applications are running and can stop and disable them.)

To install the PC portion of RedBeam Asset Tracking®, access the installation from the CD on

your CD ROM drive or download from the link if the software was provided digitally (all
software purchased outside US provided digitally only). Click the “setup” installation icon.

Y

setup

An installation wizard will take you through the installation steps. The installation may take
several minutes. You may need to restart your computer once the installation is finished.

Note: If you are using the Mobile or RFID Edition of the software, the mobile computer portion

of RedBeam Asset Tracking® is loaded during the initial sync with the handheld which is
described under the Sync Handheld section of this manual.

Limited Access Windows Logins

If users with limited security rights will be using the application, a user with administrative rights
must give “full control” access to the HKEY_LOCAL_MACHINE\SOFTWARE\RBAT registry
node for the “users” group just after installation occurs on the workstation.

To make this change:
e Click Start, and then click Run.
e Inthe Open box, type regedit and then click OK.

In regedit:

e Find the appropriate node and right click
©2004-2010 RedBeam, Inc. Revised July 22, 2010
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Select “Permissions”

Select the “Users” group

Check the “Allow” box for “Full Control”
Click “Ok”

The admin should log in once to the client and enter the database user ID and password to create
the initial connection to the server. Windows Vista users will need to run the application the first
time in administrative mode. To do this, right click the icon for the application and select Run as
Administrator.

©2004-2010 RedBeam, Inc. Revised July 22, 2010
All rights reserved. Contents subject to software license agreement. Version 5.5
Contact us at www.redbeam.com. Page 6



Section 2: PC Application

Accessing the Application

To access the program on the computer, double click the icon on the desktop labeled Asset
Tracking or go to Start->Programs->RedBeam->Asset Tracking->RedBeam Asset Tracking.

Opening the Application for the First Time

When the application is launched for the first time you will be asked, “Will the data be stored
on this machine?”

RedBeam Asset Tracking

Will the data be stored on this machine?

(Click 'Mo' only if the data will be stored on a different machine or SQL Server.)

Yes

e

Single User Licenses

If you have a single user license, click “Yes”. You will be given a default user ID and
password. Please enter a new password. Enter it a second time for verification. IMPORTANT:
Please write down or remember both your default user ID and your new password and keep

them in a safe place. You may need them again later.

i

Login

User Information

zer 1D |ga

HEHEEEER

Pazzword

EEREIPEIETY

Mew Paszward

Yerfy Passwaord | ********** 1

Ok,

Cancel |

©2004-2010 RedBeam, Inc.
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Multi-user Licenses

If you have a multi-user license that you would like to have networked, you will first need to
install the software on the computer or server (referred to as “server” for the rest of this
section) where you want the database to reside. Open the application on the server. You will
then be asked, “Will the data be stored on this machine?” Click “Yes”. This will create an
instance of the Microsoft ® SQL Express database that comes with and is used by this software.
You do not need a full version of Microsoft ® SQL to use this software.

‘" ™y

Login

User Information

Uzer D |sa

EERERTE

Pazgword

EERETEEIEETY

Mew Paszword

Werify Pazsword

xxxxxxxxxm1

ak. Cancel |

e A

You will be given a default user ID and password. Please enter a new password. Enter it a
second time for verification. IMPORTANT: Please write down or remember both your
default user 1D and your new password and keep them in a safe place. You will need this
information to network your other PCs to this database.

Once this is done, go back to the first PC that you would like to network to this “server”. When
you open the application you will be asked, “Will the data be stored on this machine?”
Click “No”. You will be asked to enter the user ID and password for the server. This is the user
ID and password you wrote down or remembered from the server installation. Enter the
information in the User Information tab.
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r 3y

Login

User Information Serser

zer 1D |sa

Pazzword

xxxxxxxxxx71

Change Pazsward |

ak. Cancel |

e A

Next click the Server tab.

r B!

Login

lser Information Server
Enter a Server name or |IP address

Or | Search for Available Servers | and select one from the hst

DavIDLAPTOPR

[ Uze an SOL Server not ingtalled by this application

ak. Cancel |

e A

Enter the server where your data is stored. Do this by clicking the Search for Available Servers
button. When clicked, the system will look for other RedBeam Asset Tracking® databases on
your network. The server you just installed on should display in the box. Click to select it. (If the
server does not display, you may enter the server name or IP address if known.)

When done, click OK. The application will launch and you will be connected to your main server
database.
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Advanced

If you are using your own full version of Microsoft ® SQL Server 2000, 2005 or 2008, you can
create your database by going to C:/Program Files/RedBeam/RedBeam Asset Tracking and
double clicking the RBATXXSeed.exe (where XX is the version number). The following

window will appear.

L

' Run Package | 28

|'\

This executable wil create a new datsbase. Please
choose the server and database you would like to create.

Mare Info...

Select Database

Server |[I|:u:a|]| ﬂ
" Windows authentication
{* sQL Server authentication
User name |YDur User Mame
Password |==========

" Upgrade anexisting database

Advanced...

¥ Make a database

Database |RB-¢'-T

Run Cancel

A

Once the database is created, when connecting a client machine to the database, check the Use a
SQL Server not installed by this application check box at the bottom of the login/server screen.

e

Login

Enter a Server name or IP address

Llser Information Server

Or

'y |REBAT

SAL Server Instance

Search for Available Servers | and zelect one from the lizt

Iw Llze an SCUL Server not inztalled by this applicatior

]

Cancel

L.

-
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If you have not already done so, click Search for Available Servers. Choose the server from the
list box or type the server name or IP address into the New Server field.

When done, click OK. The application will launch and you will be connected to your main server
database.

Opening the Application with User Security Activated

If this is not the first time you have launched the application and you have activated user security
(under Admin->Security), when you open the application you will be asked to enter one of the
user ID’s and passwords you have set up. To change your password, click Change Password.

r B!

Login

User Information

Uzer D |sa

Pazzword | xxxxxxxxxx 1

Change Pazswaord |

0k, Cancel |

L. .

Opening the Application without User Security Activated

If this is not the first time you have launched the application and you do not have user security
activated, you will be taken directly into the application.
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Registration

When the application is launched for the first time you will be asked to register the software.
You may register electronically over the internet, or you can contact RedBeam, Inc. at 877-373-
0390. If you choose not to register, the application will run in demo mode.

The Registration screens include four tabs including Customer, Reseller, Activation and Support.

Under the Customer tab, enter information about your company including company name, your

name, address, phone and email.

Registration

(=]

Company Information
All fields are mandatory.

Customer | Reseller | Activation

Company |Yn:|ur Compary Mame

First Mame |Y|:uur First Name

Last Name |Y|:uur Last Name

Strest |Y|:n.|r Street
City |Your City State |GA ~| ZipCode [30022
Phone |E~??—555—E~EE~E' Email |email@5rc:urc:nmparr5,r.cu:um
[ Please send me update and renewal notices via email.
Cancel | Mext

Under the Reseller tab, enter information about the company you purchased the RedBeam system
from including company name, your contact’s name, address, phone and email. This information
can be accessed later if you need to order additional licenses, upgrades, support or supplies.

©2004-2010 RedBeam, Inc.
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Registration @

Customer Heseller| Activation | Support |

Reseller Information

~ Reseller |f-‘u:me Barcode Solutions

First Mame |San|:||a Last Name |J|:|hnsnn

Street |5570 Sandalwood Lane

City Hollywood State [CA  ~| ZipCode [93823
Phone |5841r555-2l}38 Email |sand|a.ju:uhnsu:un@an:mel:uan::nde.u:u:um

* fields are mandatory.

Back | et

Under the Activation tab, enter your product serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your product serial number. They will
then verbally provide the activation key for your machine.

Registration @

Customer | Reseller Activation | Support

Senal Mumber Activation

Flease enter the serial number found on the software CO jacket, and click "Activate”.
This will transmit your registration to RedBeam, Inc. via the internet. If you do not have
internet connectivity or would like to buy more licenses, please call 877-373-0330.

PC Unigue 1D |:=7???:=L:=:E?Ef?::

Serial Number |EEEFEEE?F?E5

Activation Key |:i-1 TAT-23-43-72-82-20 Activate |

Back | et |

Under the Support tab, enter your support contract serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your support contract serial number.
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They will then verbally provide the activation key for your machine. You may enter multiple

support contracts to extend support for multiple years.

Registration

=]

Customer | Reseller | Activation  Support

—Support Activation

SupportEndDate

3/4/2009
3472010

Activation Key |176EDCAA530E26CE4

Support Number [72F478

To purchase support please contact your reseller (,) or call 984-555-2038

Activate

Back |

Finish

L —
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Menu Overview

When the application is launched, there will be several tabs along the top of the screen that
indicate the main system functions. These include:

Master Data — enter basic data used by the rest of the system

Asset Data — enter asset data including main data, purchasing, user fields, IT/maintenance and
attachments

Inventory — take a physical inventory of assets

Reporting — generate asset, inventory, depreciation, warranty and lease reports and print barcodes
Sync Handheld — sync the mobile computer with PC database (Mobile Edition only)

Admin — network, back up data, import data, purge and implement user security

Each time the application is opened, it will default to the Master Data tab and the Company
screen depicted below. You can move between each of the main system functions by clicking on
the desired tab. Under each of the main function tabs, you will notice sub-functions buttons
either along the left hand menu or listed horizontally in smaller tabs along the middle of the
screen. To access the sub-function click on the button and/or the tab that describes it.

=]=] ® )

% RedBeam Asset Tracking
Exit Help

Master Data AssetData} Inventory] Reponing] Sync Handheld ] Admin}

LU | Select 3 Location Cnmpany} Euildings 1 Riooms ]
Departments E‘E “our Company
Custodians E‘@ E”quﬂl Company Mame IYour Company
Aisset Types E@ Building 2 Stiest [rour Sireet
Purchasing B 2am City IYc-ur City
State - | Zip Code
Status | G -] 333
: Phane [770-555-3483
Iser Fields
Fax |770-555-3323
Fizcal vear End IDecember ;I

l Edit |

©2004-2010 RedBeam, Inc.
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Function Bar

On most system screens, you will find a function bar that looks like this:

W K« B0 8] %[> | | | < | [
Find First Prew. Copy New Edit Del Unda Mest Last Barcode Refrezh

The buttons perform the following functions:

H Find — Search for a specific record.

ﬂ First — Scroll to the first record.

ﬂ Prev. — Scroll to the previous record.

E New — Create a new record.

@ Edit — Edit an existing record.

Copy — Create a new record by copying existing record.
@ Del. — Delete a record.

E Undo — Undo the changes made to a record.

m Next — Scroll to the next record.

M Last — Scroll to the last record.

m Update — Commit record entries to the database.
Barcode — Print a barcode label.
% Asset Log — View history of changes to a record

.
Refresh — Update the application with the most recent data entered.
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Master Data

The Master Data tab is where data used by the rest of the system is entered. If setting up the
system for the first time, the information under this function should be entered prior to working
with the asset data section. If planning to import asset data from a spreadsheet using the import
function found under Admin->Import, it is also recommended that master data be set up in this
section prior to import.

As indicated by the buttons listed along the left hand side of the screen, the following data is
entered under master data:

Organization — where the company structure (including buildings and rooms) is entered
Departments — where departments are entered

Custodians — where people responsible for assets are entered

Asset Types — where asset categories are entered

Purchasing — where manufacturers, vendors, accounting and depreciation class data is entered
Status — where asset statuses are entered

User Fields — where customizable user-defined fields are created

“g RedBeam Asset Tracking = B3] &7

Exit Help
Master Data AssetData] Inventory} P\eporﬁngw Sync Handheld 1 Admin}

LU | Select a Location [anpany} Buildirgs ] Raooms 1
Departments Eﬁ  our Company
Custodians El@ Eilc‘:ir}lgu:ll Company Marmne IYDuI Company
Aszet Types E@ Building 2 Street IYDur Street
[ A Cit i
Purchasing EL" 101 ¥ IY':'Ur Lity
State | Zip Code
- | G -] 33333
: Phone |770-555-3483
User Fieldz
Fax |770-555-3529
Fizcal 'ear End I December LI
g’ Edi |
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Organization

The three organizational levels in the system are set up under the organization function. The
highest level of the organization is the company. Once the company is set up, buildings can be
added. Once a building is set up, all of the rooms in the building can be added.

Company

To set up your company information, click on the Organization button and select the Company
tab. The company is the highest organizational level in the system. Only one company can be
entered.

To edit your company information, click the Edit button. When finished, click the Update button.

To enter the month that your company’s fiscal year ends, select the appropriate month from the
Fiscal Year End drop down. If you depreciate assets annually, assets will be depreciated on the
last day of this month.

The bottom panel is a tree structure that allows you to view the buildings and rooms in the
company. You can expand or close the tree by clicking on the plus and minus icons next to the
information you want to view. Clicking on the building or room description will display more
detailed information.

"ﬁ RedBeam Asset Tracking LEIEIA'
Exit Help
sl B AssetData ] Irventory 1 Reporting 1 Sync Handheld 1 Admin}
LTI | Select a Location Eumpan_v} Buildings ] Raooms 1
Departments Eﬁ  our Company
Custodians El@ Eilc‘:ir}lgu:ll Company Marmne IYDuI Comparny
Aszet Types E@ Building 2 Street IYI:-ur Shreet
[ B Cit i
Purchasing EL" 101 ¥ IY':'Ur Lity
State | Zip Code
- | G - 33333
: Phone |770-555-3483
User Fields
Fax |770-555-3929
Fiscal vear End I December LI
l Edit |
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Buildings

To set up your buildings, click on the Buildings tab. A company can have any number of
buildings.

To create a new building, click on the New button and enter the information. When finished,
click the Add button.

To edit an existing building, click on the Edit button and update the information. When finished,
click the Update button.

To delete a building, first be sure to move or delete all rooms and assets assigned to the building.
Then click on the Delete button and confirm the deletion when prompted.

You can view all of the buildings by scrolling through the list on the bottom panel.

':"j RedBeam Asset Tracking = B &

| Bxit Help

Master Data

AssetData-‘l Inventclry-] Reporting 1 Sync Handheld 1 Admin-]

WCCUEITU| Select a Lacation Company '] Buildings] Hooms']
Departments E‘E Y'our Campany
: = Building 1 i —
Cusztodianz 7 - El, 1107 Building IEulIdlng'I
Asset Types é---p Building 2 Shrest 123 Street St,
Purchasing o m" 210 City |Anytown
Shatus State I G4, ;I Zip Code |1 2345
User Fislds Phene f123-458-7290 Fan |123-456-78
T K< B[ D] = W] X[ > Mo psae [
Find First Prew. Copy Mew Edit Del. Undo Mest Last Fiefresh
Description | Street | City | Stz
| | Buiding 1 123 Street St Arptown GA
Building 2 125 Street St Anpthown GA
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Rooms

To set up rooms for a building, click on the Rooms tab. The room is the lowest organizational
level in the system. A building can have any number of rooms.

To create a new room, click on the New button and enter the information. If you are labeling
each room with a barcode or RFID tag, enter the barcode or RFID tag value as the unigue room
ID. Be sure to enter the building in which the room is located. This is mandatory. When
finished, click the Add button.

To edit an existing room, click the Edit button and update the information. When finished, click
the Update button.

To delete a room, first be sure to move or delete all assets assigned to the room. Then click on
the Delete button and confirm the deletion when prompted.

You can view all of the rooms by scrolling through the list on the bottom panel.
If while entering information about the room, you find that one of the drop-down fields does not

have a desired value, click the New button to the right of the drop-down arrow. This will allow
you to enter the desired value and then return to the original room record.
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Departments

To set up your departments, click on the Departments button. A department is not a physical
location like a building or a room. It is an area of responsibility like the purchasing or the human
resources department. Two assets that are physically located in one room may belong to two
different departments.

To create a new department, click the New button and enter the information. When finished, click
the Add button.

To edit an existing department, click the Edit button and update the information. When finished,
click the Update button.

To delete a department, click on the Delete button and confirm the deletion when prompted. The
department will be erased from any related records.

You can view all of the departments by scrolling through the list on the bottom panel.
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Custodians

To set up your custodians, click on the Custodians button. A custodian is the person responsible
for an asset.

To create a new custodian, click the New button and enter the information. When finished, click
the Add button.

To edit an existing custodian, click the Edit button and update the information. When finished,
click the Update button.

To delete a custodian, click on the Delete button and confirm the deletion when prompted. The
custodian will be erased from any related records.

You can view all of the custodians by scrolling through the list on the bottom panel.
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Asset Types

To set up your asset types, click on the Asset Types button. An asset type is a category to which

the asset belongs. Examples include computers, furniture, vehicles, or equipment.

To create a new asset type, click the New button and enter the information. When finished, click

the Add button.

To edit an existing asset type, click the Edit button and update the information. When finished,

click the Update button.

To delete an asset type, click on the Delete button and confirm the deletion when prompted. The

asset type will be erased from any related records.

You can view all of the asset types by scrolling through the list on the bottom panel.
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Purchasing

To set up your purchasing information, click on the Purchasing button. Purchasing includes
manufacturers, vendors, accounts and depreciation classes.

Manufacturers

To set up manufacturers, click on the Manufacturers tab. A manufacturer is the company or
organization that originally produced the asset.

To create a new manufacturer, click the New button and enter the information. When finished,
click the Add button.

To edit an existing manufacturer, click the Edit button and update the information. When
finished, click the Update button.

To delete a manufacturer, click on the Delete button and confirm the deletion when prompted.
The manufacturer will be erased from any related records.

You can view all of the manufacturers by scrolling through the list on the bottom panel.
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Vendors

To set up vendors, click on the Vendors tab. A vendor is the company or organization from
whom the asset was purchased.

To create a new vendor, click the New button and enter the information. When finished, click the
Add button.

To edit an existing vendor, click the Edit button and update the information. When finished, click
the Update button.

To delete a vendor, click on the Delete button and confirm the deletion when prompted. The
vendor will be erased from any related records.

You can view all of the vendors by scrolling through the list on the bottom panel.
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Accounting

To set up accounts, click on the Accounting tab. An account can be used to track accounting data
like a general ledger account or a cost center.

To create a new account, click the New button and enter the information. When finished, click
the Add button.

To edit an existing account, click the Edit button and update the information. When finished,
click the Update button.

To delete an account, click on the Delete button and confirm the deletion when prompted. The
account will be erased from any related records.

You can view all of the accounts by scrolling through the list on the bottom panel.
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Depreciation Classes

To set up depreciation classes, click on the Dep. Classes tab. A depreciation class determines

how and when an asset is depreciated.

The system requires one default depreciation class. This is the depreciation class that will be
assigned to an asset if no other depreciation class is chosen. The standard depreciation class
settings are straight line, annually. Although the default depreciation class cannot be deleted, the

depreciation class description, period and method can be changed.

To create a new depreciation class, click the New button and enter the information. The
depreciation period determines when the asset is depreciated. The depreciation method
determines how the asset is depreciated. (Depreciation periods and methods are described in

more detail in Appendix A). When finished, click the Add button.

To edit an existing depreciation class, click the Edit button and update the information. When

finished, click the Update button.

To delete a depreciation class, click on the Delete button and confirm the deletion when

prompted. The depreciation class will be erased from any related records.

You can view all of the depreciation classes by scrolling through the list on the bottom panel.
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Status

To set up asset status information, click on the Status button. A status is used to indicate the
condition or state of the asset. For example a status could be “Good”, “Fair”, “Poor”, “Surplus”,
“Qut for Repairs” or “Sold”.

To create a new status, click the New button and enter the information. When finished, click the
Add button.

To edit an existing status, click the Edit button and update the information. When finished, click
the Update button.

To delete a status, click on the Delete button and confirm the deletion when prompted. The status
will be erased from any related records.

You can view all of the statuses by scrolling through the list on the bottom panel.
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User Fields

To create user defined fields, click on the User Fields button. User fields allow you to add up to
fifty additional fields to the system. For example, color or size might be considered important
data. These fields will display in the User Fields tab under Asset Data as soon as the field is
created.

To create a new user field, enter the field name and the type of field. If the field value will be a
number, select the integer field type. If it will be a description, enter the text field type and so on.

If you select decimal as the type of field, enter the number of decimals desired between 0 and 6.
If you select text as the type of field, enter the number of characters desired between 1 and 255.

Selecting the dropdown as the type of field gives you the ability to add valid values for the field.
Click the Add button to add the field.

If you have selected dropdown as the field type, you can add values for that field by clicking on

the field in the grid. A tool bar will display on the right of the screen that will allow you to add,

edit and delete valid values.

To delete user fields, select a field by clicking on it, and click the Delete Selected button. The
user field will be erased from any related records.
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Asset Data

The Asset Data tab is where all of the asset information is entered. As indicated by the sub-tabs
listed along the top of the data entry section, the following data is entered under Master Data:

Main Data — general information about the asset including location and description
Purchasing — purchasing information including when and where the asset was bought

User Fields — user-defined information about the asset

IT/Maintenance — information technology data, maintenance records and notification messages
Attachments — attached documents and images
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Main Data

Under the Main Data tab, enter the basic information about each of your assets including asset
ID, building, room, description, serial #, model, manufacturer, department, custodian, status, asset
type and notes. The date the asset was added is shown in the Added On field. The date that the
asset was last updated is shown in the Last Updated field.

To create a new asset, click on the New button and enter the information. If you are labeling each
asset with a barcode, enter the barcode ID as the asset ID. You can click the Barcode button to
print an asset label. Printer settings will be the ones last selected in the Reporting->Label
Printing function. Note: If you would like the system to increase the numbers incrementally
when each new record is added, put a check mark in the Auto Increment Numeric Asset ID flag.
Be sure to enter the building and the room in which the asset is located. This is mandatory.
When finished, click the Add button.

To edit an existing asset, click the Edit button and update the information. When finished, click
the Update button. To delete an asset, click on the Delete button and confirm the deletion when
prompted. You can view all of the assets by scrolling through the list on the bottom panel. Click
on the log icon to see a complete history of changes made to the asset.

To make an asset inactive, check the Inactive box on the bottom right side of the screen. This
will keep the asset in the database, but will not include it in a scanner inventory.

% RedBeam Asset Tracking |ﬂ|
Exit Help
Master Data Irventory | Reporting Sync Handheld | Admin
Main Data | Purchasing |dzer Fields IT /M aintenance Attachments
Azzet D |-| 0on Added On |1 13/2005 |
Desciiption |Laptop Computer
Building | Bulding 1 ~| Mew |Fioom [1-101 - 1101 | Mew
Serial # |B472927293K, Model |D-5000
Manufacturer | Tech Manufacturer v| Mew |Status | Good | Mew
Departmert ||nf0rmati0n Technalogy j New |Custodian |Smith,JDhn j Hew
Azzet Type |Eomputers j Mew |Last Updated |T-".n’1 972010 7:42:55 PM |
MHotes |
Inactive I
I Auta Increment Murmeric Aszet D
W K<< B0 | 31| @] X[ >5[ N | vpse | B <G| B
Find First Prev. Copy Mew Edit Del Undo Mext Last Barcode Refrazh
AgzetlD Description Building |Room |SeraMumber |Model | Manufacturer Yendor Department
Laptop Computer Building1 1-101 8472927793K  D-5000 Tech Manufacturer TechWendor  Infarmation Tec
1001 Printer Building1 1-101 39308GF384k. 1200 Tech Manufacturer  TechWendor Human Fesour
4 L1 r
©2004-2010 RedBeam, Inc. Revised July 22, 2010
All rights reserved. Contents subject to software license agreement. Version 5.5

Contact us at www.redbeam.com. Page 31



Purchasing

To enter, modify or view the purchasing data for an asset, click on the Purchasing tab.

Under the purchasing tab, enter the purchasing information about each of your assets including
the vendor, P.O. #, acquisition date, cost, recovery period in years, scrap value, account and
depreciation class. The data on this screen will be used to calculate the depreciated value of each
asset. Detailed information about depreciation calculations can be found in Appendix A.

If applicable, enter warranty and lease start and end dates.

To edit an existing asset, click the Edit button and update the information. When finished, click
the Update button.

To delete an asset, click on the Delete button and confirm the deletion when prompted.

You can view all of the assets by scrolling through the list on the bottom panel.
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User Fields

To enter, modify or view user-defined information for an asset, click on the User Fields tab.
Under the User Fields tab, enter information in the fields that you created in the Master Data
section of the system. If you have not entered the appropriate format for the field, you will be
prompted to fix it before being allowed to update.

To edit an existing asset, click the Edit button and update the information. When finished, click
the Update button.

To delete an asset, click on the Delete button and confirm the deletion when prompted.

You can view all of the assets by scrolling through the list on the bottom panel.
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IT/Maintenance

To enter, modify or view information technology, maintenance records and notification messages,
click on the IT/Maintenance tab.

Under the IT/Maintenance tab, enter the device name, processor, memory, OS (operating system),
software, service tag, IP address, MAC address, accessories or other IT data.

A notification message can be entered that will display on the scanner when the asset barcode is
scanned. To enter a notification message click the check box that says, "Check If Notification
Message is Needed". Then enter text in the box below it.

To edit an existing asset, click the Edit button and update the information. When finished, click
the Update button.

To delete an asset, click on the Delete button and confirm the deletion when prompted.

You can view all of the assets by scrolling through the list on the bottom panel.

"; RedBeam Asset Tracking SHECE X
Exit Help
Master Data Irventory | Reporting Sync Handheld | Admin
b ain D ata Purchasing Uzer Fields | IT/Maintenance | Attachments
I In.formati-:n Mutify hen Scanning
Device Mame |Eomputer 123 o
: - Check. If Wotification
Service Tag |392?J Processor |F'enlium Iy Meszsage is Meaded
Ll |1 32.168.423.34 LT |8E| Gig Type a short message that will
MAC Address [08-05-BC-F1-06-03 0s fwindows <P pop up when the asset is
zoahted.
Soft ; ;
prwars |M"3“:ISth Dffice Upgrade Antivinuz
ACCesToNies |M0use, Keyboard, Docking Station
Other |External Floppy Drive
M aintenance =
I Auta Increment Murmeric Aszet D
T K< B[ D] 1| | X >5[ M [oveee | T[S B
Find First Prev. Copy Mew Edit Del Undo Mext Last Barcode Refrazh
AzzetlD Description Building |Room |SeraMumber |Model | Manufacturer Yendor Department
Laptop Computer Building1 1-101 8472927793K  D-5000 Tech Manufacturer TechWendor  Infarmation Tec
1001 Printer Building1 1-101 39308GF384k. 1200 Tech Manufacturer  TechWendor Human Fesour
4 L1 r

©2004-2010 RedBeam, Inc.
All rights reserved. Contents subject to software license agreement.
Contact us at www.redbeam.com.

Revised July 22, 2010
Version 5.5
Page 34



To enter a maintenance record, click on the Maintenance button. Click on the Add New button

and type in the data entry fields. When finished, click Update.

Maintenance Log

Aseet ID 1000 |  LogDate [2005-01-20 20:43:00]

|lpagrade operating system.

Add Mew | Ilpdate Cancel

Date Time Log Test

2005-01-20 20:43:00 | Anti-virus software updated,

Led |

=

Clicking the printer icon prints a copy of the log.
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Attachments
To attach a document or an image, click on the Attachments tab.

Under the Attachments tab, attach a document by clicking on the Attach button. The Choose a
File to Store window will open. Browse and click on the file you would like to attach. When
finished, click Open. The Attach Document window will open displaying the file name and the
original file path. You can enter a note about the document in the Notes field. Click Attach to
attach the document. To display the document, click Display. To edit the document note, click
Edit Note, make changes and click Save. Click Delete to delete the document.

Note: Although the original file path is saved for reference purposes, a copy of the document will
be saved in the RedBeam Asset Tracking database. The system will access the copy when you
display the document. If you make changes to the document, save it and re-attach it.

To enter an image, copy the image you want to add and click the Paste button. You may also
insert an image from a file on your computer by clicking the Open button.

To edit an existing asset, click the Edit button and update the information. When finished, click
the Update button. To delete an asset, click on the Delete button and confirm the deletion when
prompted. You can view all of the assets by scrolling through the list on the bottom panel.
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Inventory

The Inventory tab is where a physical inventory is created and updated with assets found during
the inventory. As indicated by the buttons listed along the left hand side of the screen, the
following functions are performed for an inventory:

Manage — create, close and delete physical inventories
Scan Sheets — print barcoded count sheets to use while taking an inventory
Asset Count — scan or enter found assets
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Exit Help
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Your inventory is now open.

s If you are using the Standard Edition of this software, please print Scan
Sheets and use them to take your inventory. Then scan or enter the found
assets using the Asset Count function.

e If you are using the Mobile Edition of the software, sync with your handheld.
Then use the Inventory feature found on the handheld’s main menu to scan
your assets. When finished scanning, sync again with the PC.

s When all assets have been entered, click the Update All Assets radio
button above and click Close Inventory. This will update your asset

1 database.

Mote: Inventories cannot be reopened once closed.

LI = UIUn’.‘h’.UUI'M =}
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Manage - Create Inventory
Periodically, you will want to take a physical inventory of your assets using your scanner.

To create an inventory, go to the Manage screen and click the New button. Enter an Inventory ID
and click Update.

If you are using the Standard Edition of this software, please print Scan Sheets and use them to
take your inventory. Then scan or enter your assets using the Asset Count function.

If you are using the Mobile or RFID Edition of this software, sync with your handheld using the
Sync Handheld tab. Then, use the Inventory feature on the handheld’s main menu to scan your
assets. (Please review the Using the Mobile Computers section of this manual for a complete
overview of the handheld functions.) When finished scanning, sync again with the PC.

-

r"-j RedBeam Asset Tracking = B
Exit Help
haster Data ] AssetData-] LEiel s Reporting ] Sync Handheld ] Admin}

Manage Inventary ID I.Jul_l,l 2010 Close Inventary

Scan Shestz Save Historic Info When Closing v

Azzet Count | |
E1C] *Your Company

=] Building 1
e E 10 July 2010
~EI] Building 2

o 2101 July 2010

mﬂﬁlﬁlﬁlyﬂﬁlmlf Update |

Find First Prev. Mew Edit Del Undo Mest Last

Irvventoml D CreationD ate | Creatorlser | CloseDate | Closerlser | InventoryOpen
July 2010 719200 74700 PM 24
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Scan Sheets

If you are using the Standard Edition of this software, please print scan sheets and use them to
take your inventory.

Select the Scan Sheets function. Choose to print either Asset ID Count Sheets or Room Barcodes
by selecting the appropriate radio button in the Report Type section.

You can choose to display All Data in the system or Inventory Data Only by selecting the
appropriate radio button at the top of the screen.

Narrow the scope of your count sheets using the Scope section. When finished, click Print.

~

r% RedBeam Asset Tracking =|E] 2
Exit Help
Master Data ] AssetData} Ly Reporting ] Sync Handheld ] Admin}

& allData " Inventory Data Only Inventory: July 2010
Scan Sheets | ~ Report Type Asset ID-]

Count Sheets = Buiding  Room [ Include Page Break

Room Scope

o pll fssets Asset | AssetID
" Selected [ Laptop Computer 1000

Unselect 41| [ Printer 1001
Select Al |

Barcodes
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Asset Count

If you are using the Standard Edition of this software, please print Scan Sheets and use them to
take your inventory. Go through your rooms to find assets. When one is found, find it on the
scan sheets and with a pen put a check in the located field. If the asset is in a different room than
the one it was previously found in, write in the room ID in the Current Room ID field.

8/9/2009 Asset Scan Sheets Page 1 of 1
Inventory: August 2009

D escription
Asset ID Serial Number Previous Room ID
I Leplep Computer TEST TN p— .
1000 8472927293K 1-101 urrent Room 1D
i
T Pnter T p— o
1001 9308GF 384K 1-101 urrent Room ID

When you are done taking you count, use the Asset Count function on the PC to enter your data.
The Asset Count function allows you to scan or type in the data collected during your inventory.
e Step 1. Enter the Room ID of the first found asset on your list by scanning, typing or by
selecting from the tree structure.
e Step 2: Choose to enter your asset by Asset ID or by Serial Number by selecting the
appropriate radio button. You will likely almost always use Asset ID.
e Step 3: Enter assets by scanning count sheet barcodes or by typing the asset ID and
clicking Look Up.
As you scan or enter found items, they will be listed in the grid at the bottom of the screen. If you
make a mistake, you can click the Undo button to reverse the entry.

“@ RedBeam Aszet Tracking =B 5

Exit Help
MasterData} Asset Data ] L=kl Reporting 1 Sync Handheld 1 Admin-]

Manage

Asset Cuunt] Results 1

Scan Sheets Step 1: Enter the Room ID by scanning, twping or selecting from the tree structure below,

Asset Count | |'|-1U'|
Room Tree Inventory: July 2010
~ Al
=B Buiding 1
el 14100 2 10
-8 Buiding 2

Step 2 Choose to enter your asset by Azzet [0 or by serial number.
& fgzet|D " Serial Number
Step 3 Enter assets by scanning count sheet barcodes or by typing and clicking Look Up.

Loak Up | Undo |

AgzetlD D escription Serial Number I FoomlD I Foom Descriptionl Previous RoomlD I F
1000 Laptop Computer 8472327293k 1101 1101 1101 F
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The Results tab will show you a list of all of your located and unlocated assets. This is a quick
preview of assets you have found and those that are still missing. To view more detailed reports,

you can go to Reporting->Inventory.

To use the Results function, follow the steps indicated on the screen.

e Step 1. Select the location of the results you would like to view from the tree structure.

e Step 2: Choose to view either Located or Unlocated assets.

The results will be displayed in the grid at the bottom of the screen.

"i RedBeam Asset Tracking

=) R

Exit Help
MasterData} Asset Data ] L=kl Reporting 1 Sync Handheld 1 Admin}

ST Azzet Count ] Hesults}

Sean Sheets Step 1: Select the location of results wou waould ke to view from the tree structure below,

Asset Count | Roon Tree Inventory: July 2010

]

= Building 1
B 1m s 1am
) Building 2

Step 2 Choose to wiew either Located or Unlocated assets.
& Located * Unlocated

AgzetlD I Agzet Desc. I Foom D I Foom Desc. I Building

1000 Laptop Computer  1-101 11 Building 1
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Manage - Close Inventory
When the inventory is completed, go back to the Manage function to close the inventory.

IMPORTANT: Once an inventory is closed, it cannot be re-opened. Because of this, it is
very important to be sure that you do not need to enter more information from the scan
sheets (Standard Edition) or need to download any additional information from the scanners
(Mobile or RFID Version). A historical inventory will be saved for reporting purposes only.

To close an inventory, select the inventory you want to close and click on the Close Inventory
button.

r'ﬁ RedBeam Asset Tracking = | B
Exit Help
baster Data ] AssetData-] (sl Reporting ] =ync Handheld ] Admin}

Inventory D [Jul, 2010

Scan Sheetz Save Hizstoric Info When Clozsing v

Azzet Count | |
I Your Cormpany

=100 Buiding 1
SRR 1-101 July 2010
=[] Building 2

L W 20 210

RedBeam Asset Tracking &J

Are you sure you want to close this inventory?

W K[« D]z @] X

Find First Prev. Mew Edit Del Undo HestTast

Irvventoml D CreationD ate | Creatorlser | CloseDate | Closerlser | InventoryOpen
July 2010 719200 74700 PM 24
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Manage - Delete Inventory
To delete a historical inventory, go to the Manage function.
Select the inventory you want to delete from the grid and click Delete.

Once deleted, an inventory cannot be recovered.

“g RedBeam Asset Tracking

B ¥

Exit Help

baster Data ] AssetData-] (sl Reporting ] =ync Handheld ] Admin}

Irvventore 1D 11y, 2010

Manage

Scan Sheets

Save Hizstoric Info When Clozsing

Cloze Inventony |

v

Azzet Count |

EICT Yaur Campany
=] Building 1
- [ 11

= 1-101
=00 Building 2

b [ 2910 2101

(S

-
Asset Tracking

You are about to delete Inventory July 2010,
Do you want to continue?

i K¢ 0| =[] X| = | |
Find First Prev. Mew Edit Del Undao

Invventoryl D CreationD ate CreatorUzer | ClozeDate Clogerl zer

InventaryOpen

7A13/2N0 74700 PM  sa 71320 750:00PM sa

Julp 2010
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Reporting

To access the reporting features of the system, click on the Reporting tab. Report categories

include:

Master Data — a list of all of the master data entered under the master data tab of the system
Asset Data — a list of assets including depreciated values, warranty and lease information

Inventory — detailed asset information on both current and historical inventories

Label Printing — label printing functions

Click on the button on the left side of the menu to select the desired report category.

“g RedBeam Asset Tracking

= | [E) 2

Exit Help

daster Data

Aszzet Data

Inventary

Label Printing

& Asset Data
= Depreciation
£ Waranty
" Leasing
 Asset Log

Master Data -] Asset Data 1 Irventary 1 Reporting

Filter Options
Aszzet

Building

% Al dszets

SyncHandheld | Admin |

™ Selected

Selectéll || Unselectal |

Roarm
Department

Custodian

Azzet Type

t anufacturer
Wendar
Account
Status

Izer Fieldz

Azzet | Azzet 1D

Laptop Computer 1000
Prititer 1001

Drata to Report

¥ 10, Description
¥ Main Info

¥ Purchasing
ICl

V¥ User Figlds

Group By:
Second Group By:

Building [~ Descending

-
Aszzet Type «| I Descending

ExEDrt |

[ Include Inactives

For each category of reports, you will select report type, filter, grouping and data options.
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Report Generation Overview

Printing a Report

Once the report type and scope are selected, click the printer icon. The selected report will
display. To print a hardcopy of the report, click the printer button on the top left of the menu bar.

Exil

ﬂx%@&hocz -] “ |4 <| 1 of 1 b M = “M

e To export a copy of the report, click the Export Report (envelope) icon to the right of the
printer icon.

o To display or hide the report structure to the left side of the page, click the Toggle Group
Tree icon to the right of the Export Report icon. When this tree structure is displayed,
clicking on any level in the tree will display the selected section in the report.

e To move from page to page within a report, use the right and left arrow buttons.

e To search for specific information in a report, click on the Search Text (binocular) icon
and enter the desired information.

e To exit out of the report and go back to the application, click on Exit at the top left of the
report, or click the X in the right hand corner of the report.

Exporting the Report Data

Once the report type and scope are selected, click the Export button on the main reporting screen.

Export form E
Export Uptions Repart Field [check ta includs in expart) | -
Excel Azzet D =
* Full Data Description
£ For Import aerlijallNumber
v Mode
Building
Text FoomlD
Foom
i gc"l'!"”'_'ta d b anuifacturer
FImE Departrment &
Tab —
Dzlimited [ Hide unselected fields Show Title One [ |f-'~$set Feport By Building, Azset Tupe
Show Title Two [~ [Date: 7/19/2010 7:51:26 PM
W] Aszet 1D Description Serial Mumbe| W] Mode | [ Building | W] BoamlD Roo | W]k anufacturer
1000 Laptop Computer 8472527293k D000 Building1  1-101 1101 Tech Manufacturer  Inl
1001 Frirter 9308GF334K. 1200 Building1 1101 1101 Tech Manufacturer  Hi

e Choose from the available export options including full data, for import (available for
Asset Data only, you can export this template, edit and re-import under Admin->Import
for mass updating of records), comma delimited or tab delimited.

e Select and organize the export fields by using the check boxes and movable columns.

o Change the title on the export report using the Title One and Title Two fields.

When finished, click Export and name the file to create the exported report.
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Master Data Reports

Master data reports provide a detailed list of all of the data entered under the master data tab of
the system. To access the master data reports, click on the Master Data button on the left side of
the menu. Select from the listed report types by clicking the radio button next to your selection.

Master data report types include:

Building List — a list of all buildings listed in building 1D order

Room List —a list of all rooms grouped by building 1D and listed in room 1D order
Department List — a list of all departments listed in department ID order
Custodian List — a list of all custodians listed in custodian ID order

Asset Type List — a list of all asset types listed in asset type 1D order
Manufacturer List — a list of all manufacturers listed in manufacturer ID order
Vendor List — a list of all vendors listed in vendor ID order

Account List — a list of all accounts listed in account ID order

Status List — a list of all statuses listed in status ID order

Once the report type is selected, select the scope by clicking on the radio button next to your
selection. Clicking “All” will return all records for that report type. To choose specific records,
click “Selected” and put a check mark next to the desired records by clicking in the appropriate
check boxes.

You can include inactive records by clicking the Include Inactives check box.

(2 RedBeam Asset Tracking =B
Exit Help
Master Data 1 Asset Data 1 Irventary 1 Reporting

SyncHandheld | Admin |

Master Data

(" Building List = All Buildings " Selected

fisset Dat
e Uaa " Foom List SelectAll | Unselectall |

" Department List Building |

Label Printi Building 1
SERIAIE  Custodian List Buiding 2

Inventary

" Azset Type List
 Manufacturer List
" Wendor List
 Account List

" Status List
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Asset Data Reports
To access the asset data reports, click on the Asset Data button. The report types include:

Asset Data — a report that includes detailed asset information

Depreciation — a report that includes depreciated values for assets

Warranty — a report that lists assets with warranties

Leasing — a report that lists assets with leases

Asset Log — a report that shows date and time stamped audit log for all fields in the system

Once the report type is selected, you can narrow the scope of the report by selecting one or more
Filter Options. Within each filter option, you can choose either “All” or “Selected” records. To
choose specific records, click “Selected” and put a check mark next to the desired records by
clicking in the appropriate check boxes.

To group the data in the reports, you may select the values from the drop-down lists at the bottom
of the screen. Add additional detail to your reports by selecting from the Data to Report section.

You can include inactive records by clicking the Include Inactives check box.

""j RedBeam Asset Tracking =B &
Exit Help
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Inventory Reports

Inventory reports provide detailed asset information on a current or historical inventory. To
access the asset data reports, click on the Inventory button. The report types include:

Assets — a listing of assets in the open inventory

Located — a listing of located assets in the open inventory

Unlocated — a listing of unlocated assets in the open inventory

New Assets — a listing of new assets added to the open inventory

New Label — a listing of assets requiring a new barcode label

New Serial No. - a listing of assets whose serial #’s have changed since the inventory was created
New Room — a listing of assets whose location has changed since the inventory was created
Manual Entry — a listing of assets that have been located, but manually entered, not scanned/read

Once the report type is selected, choose the inventory you would like to report on from the
Inventory drop down. You can narrow the scope of the report by selecting one or more Filter
Options. Within each filter option, you can choose either “All” or “Selected” records. To choose
specific records, click “Selected” and put a check mark next to the desired records by clicking in
the appropriate check boxes.

To group the data in the reports, you may select the values from the drop-down lists at the bottom
of the screen. Add additional detail to your reports by selecting from the Data to Report section.

‘5 RedBeam Asset Tracking =

Exit Help

Master Data -] Asset Data} Irventary 1 Sl anddier SyncHandheld 1 Admin]
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Label Printing

To access the label printing functions, click on the Label Printing button.

" RedBeam Asset Tracking
Exit Help
Master Data 1 AssetDatajl Inventory] SlEdaleddile | Sync Handheld ] Admin}

Master D ata What to Print

Azzet Data

Inventony In the Barcode Print: Scope ta Print: 4 of Labol
of Labels
¢ Assat D Select D to Print
== | to Print

" Foom |

Label Printing

v or Print &1

Above the Barcode Print Presview

First Line f* Fived Text (" From Field Property of
Tour Compaty

|F'rc-pert_l,l of
SecondLine (% Figed Tewt ¢ From Field Il | III |ll II"II

PTO7848

|"(-:-ur Company

Media Barcode Size b
SelectLabel Twpe [ RedBeam Fom 8RE-L480 [1.7541.25] ~| 100 ~|H
Starting Column 8 4 Starting Row # 1 1003 ;I W Select Font

L

What to Print

When printing labels, you can enter the value of the barcode you want to print (Single Label),
print from data you have already entered in the system (From Master Data) or print a series of
sequentially numbered labels (Sequential Printing).

If you select Single Label, enter the value of the barcode and the total number of labels to print.

Single Label

Barcode ta Print |‘I Qoo |

# of Labels ta Print

If you select From Master Data, first choose the radio button to print either asset or room ID's.
Then select the printing scope by clicking the list icon under Scope to Print. The total number of
labels to be printed will display.
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Single Label S equential Printing

I the Barcode Print: Scope to Print: # of Lahel
of Labels
& Asset D 53||:?._3t D ko Print
" Room D o Fant
v or Print &l

If you select Sequential Printing, enter barcode value with which you would like to start and end.
You can enter a prefix that will be printed on all labels. You can also determine the number of
digits after the prefix by checking the Leading Zeros check mark and entering the total number of
digits desired. The number of labels to be printed will calculate automatically. If you would like
to increment the barcodes more than one at a time, enter the increment in the Increment field. If
the start value was 10 and the incremental was 2, the next several labels to print would be 10, 12,
14 and so on.

Single Label From kaster D ata

F'refi:-:| | Start|'| | Enu:l|1 | Increment
Leading Zemoes W # af Digits # of Labels ta Print

Above the Barcode Print

For all printing, you can choose to print Fixed Text above your barcode. You may enter this text
in the First Line and Second Line fields. Uncheck the check mark to the right of the field if you
do not want to print anything above the barcode. A preview of the label displays to the right.

If you are printing From Master Data, you can choose to either print Fixed Text or From Field by
selecting the appropriate radio button. If you print From Field, the item or location description
will print above the barcode rather than fixed text.

Above the Barcode Print Presiew
Firat Line {» Fixed Text Property of
|F'r|:||:uartj..I of | [+ 'our Compaty
SecondLine % Fiued Test I| |III|.I II"II
0a01
|Ycuur Compaty | v
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Media

Print barcodes to a standard laser printer by selecting one of the RedBeam forms from the Select
Label Type drop down list, or if using a barcode label printer, choose the size desired. If using a
RedBeam form, select the starting column and row where printing will begin on the sheet.

Change the height (H) and width (W) of the barcode by selecting from the dropdowns under
Barcode Size section.

Select the font for the label by clicking on the Select Font button.

Hedia Barcode Size ',
Select Label Type | RedBeam Fom HRE-L480(1.7541.25) ~ | 100 vI H
[1 1003 - |

Select the font for the label by clicking on the Select Font button. Change the height (H) and
width (W) of the barcode by selecting from the dropdowns under Barcode Size section.

Starting Calurin # 1 Starting Row # Select Font

When finished, click printer icon. You will preview the label sheet before printing. On the
preview sheet, click the printer icon to print.
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ANODDZ

I8l
Exit
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T T LT D LT
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Thisisthe firstline Thisisthe first line Thisisthe firstline Thisisthe firstline
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I IR NN i
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Sync Handheld

The Sync Handheld tab is where you sync the data between the PC and the scanner or RFID
reader. This feature is only available in the Mobile or RFID Edition of the software.

To sync, place the scanner in the cradle and wait for Microsoft ® ActiveSync to connect. Then

click on the Sync With The Handheld button on the bottom of the screen.

The system will first detect if upgrades are needed for your mobile software and install them.

The program will then check to see if there are asset updates on the mobile computer to be
downloaded to the PC. The blue bars moving on the left side of the screen will indicate the
download of these files. If there are no files on the mobile computer, a message will pop up to
notify you. If there are records on the mobile computer, they will be downloaded to the PC.

The program will then send all of the master data on the PC to the scanner to insure that the data
is up to date on the mobile computer. The blue bars moving on the right side of the screen will

indicate the upload of these files.

If incompatible records are synced, they will be recorded under the Result tab. For example, if an
asset is scanned on the scanner, but the item is deleted from the PC database before syncing, an

error will be generated.

(== = )

% RedBeam Asset Tracking

it Help

Application Instal

Werifying presence of handheld

Master Data | AssetData | Inventory | Reporting

Sync Handheld | Result Fields to Update RFID Settings

Admin

Installing handheld application

[rata Spnc

Freparing tranzaction download files on the handheld

Freparing data upload files on the PC

Downloading the tranzaction files to the PC

Uploading the data files to the handheld

Saving the downloaded transactions

Updating the handheld database

S

Sync
With The
Handheld
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Fields to Update

To select the fields you would like to update on the scanner, click on the Fields to Update tab.
This is a local setting and will only impact mobile computers synced from the PC where the
settings were made. Users who have been using a mobile computer prior to these changes will
still be able to download the data they have collected when they sync, but their mobile computer
will be updated with the new fields once the data they have collected is downloaded.

Fields that will be shown on the mobile computer are displayed in the HH Preview on the right
side of the screen. The description, serial #, building and room fields are automatically included.
To add additional fields, put a check mark next to the desired Source Fields and click the right
arrow button to move those fields into the HH Fields column.

Notice that these fields appear in the HH Preview tabs. The Main tab will be filled first, followed
by the Info tabs. Adding the maintenance field allows you to view and update maintenance logs
on the mobile computer. Maintenance will appear as the fifth tab on the screen called Maint.

To change the order in which the HH Fields are presented on the mobile computer, put a check
mark next to the desired HH Field and click the up or down arrow to change its position.

To remove a HH Field from the handheld scanner, put a check mark next to the HH Field to be
removed and click the left arrow.
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RFID Settings

Because RFID tags can be encoded a variety of different ways, RFID settings can be set under the
RFID Settings tab. Settings in this section determine how RFID tags are encoded and read by the
mobile computer. This setting is universal for all users using the same database, so changes to
these settings will take effect for each user.

The RFID version of RedBeam Asset Tracking only supports the Motorola ® MC9090 RFID
reader which reads passive Gen 2 UHF RFID tags. A typical 4”x1” tag will normally have a 2’ to
4’ read range using the reader. Standard RFID tags will usually not read if they are affixed to
metals or liquids and tags will not read if surrounded by metal or liquid. Please consult with your
reseller to determine whether you need special “on metal” tags to work on these surfaces.

The three main ways to acquire encoded RFID tags are:
e Order standard or “on metal” RFID tags pre-encoded from your reseller.
e Order rolls of standard blank tags, an RFID printer, and RFID encoding software from
your reseller. Label printing in this system will not encode RFID tags.
e Order blank standard or “on metal” RFID tags from your reseller and encode tags
individually using the RedBeam Encode feature on the mobile computer.

If you are ordering pre-encoded RFID tags from your reseller to use with this system, you will
want to make sure that you select the setting that matches the approach used in encoding the tags.

% RedBeam Asset Tracking |ﬂl
bMaster Data | AssetData | Inwentory | Reporing Admin
Sync Handheld Result Fields to Update | RFID Settings
Type of Encoding Formating
" Any character and numbers [max. 12 chars) Leading Zeroes |
" Mumbers pluz characters 4,8,C.0.E.F [max. 24 chars) # of Digits lzl
& Only Mumnbers [max. 24 chars)
Freview
Cancel Save Read Value
| 1234
Encode Walue [Hex)
[ 000000000000000000001234)
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Gen 2 UHF RFID tags can be encoded in one of the following three ways:

e Any character and numbers (max 12 characters)
o Numbers plus characters A, B, C, D, E and F (max 24 characters)
e Only Numbers (max 24 characters)

The “Any character and numbers (max 12 characters)” setting allows you to encode any
characters or numbers by using a combination of two characters to signify the intended character.
If your asset IDs require full alpha characters and numbers, this setting is appropriate. However,
this will limit your asset ID to 12 characters.

This setting will encode the tags as shown in the preview below. The N in NMC123K encoded in
hex as 4E, followed by the M as 4D, followed by the C as 43 and so on.

If you are using the mobile computer to encode the tags, you will only need to enter the value you
want displayed. The mobile computer will convert and encode the value in its hexadecimal
format (in this example 4E4D433132334B0000000000), but the tag will read as the asset ID you
entered (NMC123K).

The asset ID on the Asset Data screen must match the value in the Read Value field.

“g RedBeam Asset Tracking (=@ = ]

tMaster Data | AssetData | Inwentory | Reporing Admin

Sync Handheld Result Fields to Update | RFID Settings
Type of Encoding Formating
@+ Any character and numbers (mas. 12 chars]

" Mumbers pluz characters 4.B,C.0 E F [max. 24 chars)

" Only Mumnbers [max. 24 chars)

Prewiew
Cancel Save Fead'Value

| INRACT 23K]

Encode Walue [Hex)

[4E4D433132334B0000000000]
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The “Numbers plus characters A, B, C, D, E and F (max 24 characters)” setting allows you to
encode any numbers and the letters A-F in the tag. If your asset IDs require numbers and only
these letters, this setting is appropriate. This will give you up to 24 characters for your tags, but
will limit you to numbers and just the letters A-F.

This setting will encode the tags as show in the preview below. The ABC123D is encoded in hex
right justified with leading zeros that are stripped off when being read.

If you are using the mobile computer to encode the tags, you will only need to enter the value you
want displayed. The mobile computer will convert and encode the value in its hexadecimal
format (in this example 00000000000000000ABC123D), but the tag will read as the asset ID you
entered (ABC123D).

The asset ID on the Asset Data screen must match the value in the Read Value field.

~“a@ RedBeam Asset Tracking (== = |
Exit Help
Master Data | AssetData | Inwentory | Reporing Admin

Sync Handheld Result Figlds to Llpdate | RFID Settings
Type of Encaoding Farmating

" Any character and numbers [max. 12 chars)

" Only Mumbers [max 24 chars)

Prewiew

Cancel Save Fead'alue

| ABC1230|

Encode Walue [Hex)
0000000000000000AEC1 230
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The “Only Numbers (max 24 characters)” setting allows you to encode up to 24 numbers in the

tag. If your asset IDs require only numbers, this setting is appropriate. This will give you up to

24 characters for your tags, but will limit you to only numbers. This is the default setting for the
system.

This setting will encode the tags as show in the preview below. The 1234 is encoded in hex right
justified with leading zeros that are stripped off when being read.

If you would like to include leading zeros, check the Leading Zeroes check flag and indicate the #
of Digits in your asset ID. If the Leading Zeroes flag is checked and the # of Digits is 5, the
numbers 1234 would be encoded and read as 01234.

If you are using the mobile computer to encode the tags, you will only need to enter the value you
want displayed. The mobile computer will convert and encode the value in its hexadecimal
format (in this example 000000000000000000001234), but the tag will read as the asset ID you
entered (1234).

The asset ID on the Asset Data screen must match the value in the Read Value field.

“g RedBeam Asset Tracking (=@ = ]

tMaster Data | AssetData | Inwentory | Reporing Admin

Sync Handheld Result Fields to Update | RFID Settings

Type of Encoding Formating
" Any character and numbers [max. 12 chars) Leading Zeroes |
" Mumbers pluz characters &,8,C.0.E F [max. 24 chars) # of Digits lzl

& Only Mumnbers [max. 24 chars)

Prewiew
Cancel Save Fead'Value

| 1234

Encode Walue [Hex)

[ 000000000000000000001234)
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Admin

To access the administrative features of the system, click on the Admin tab.

The administrative features on the left hand side of the screen include:

Network — networks database for use on multiple computers

Label Setup — allows for creation of new label sizes

Backup — backs up and restores database

Import Data — imports asset and master data into the database

Purge Database — purges the database of asset and master data records
Security — allows creation of users and roles that limit access in the system

% RedBeam Asset Tracking @MI

Exit Help
tMaster Data ] Agget Data} Inventory} Feporting 1 Swnc Handheld Admin

Network

Label Setup

To network this machine to another SQL Server:

Enter a server name or IP address

Back Up

Import Data

Or Search for Available Servers User 1D ISa

Purge Database

and zelect one from the list: Pazzword I

Security

Cument Server
DAVIDLAPTOPYREAT
Cumrent User

sa

[ Use an 50L Server not installed by this application l Update |

wfindows Firewall Ports

r Open local windows firewall ports for SOL communication with client machines. Parts will only be opened for
the local netwark, [subnet).
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Network

If you are using a multi-user version of the software and would like to network PCs together,
click on the Network tab. The network function allows you to network your system by pointing
the application on your desktop to a database on another PC or server.

If you have not already installed the software on the PC or server that will house the central
database (referred to as “server” in the rest of this section), please do so before continuing. Open
the application on the server. You will be asked, “Will the data be stored on this machine?”
Click “Yes”. This will create an instance of the Express version of Microsoft’s SQL database
that comes with and is used by this software. You do not need a full version of Microsoft ® SQL
to use this software. Once this is done, go back to the PC that you would like to network to this

“server’” database.

On the PC that you want to network, enter the server where your data is stored. Do this by
clicking the Search for Available Servers button. When clicked, the system will look for other
RedBeam Asset Tracking® databases on your network. The server you just installed on should
display in the box. Click to select it. (If the server does not display, you may enter the server
name or IP address.) Enter the user ID and password that you set up for the server.

When finished, click the Update button. The data in the application will instantly by updated
with the data in the newly selected database.

":'; RedBeam Asset Tracking | = [E] & |

EXIT elp

Master Data. | AssetData | Inwentory | Reporing Sync Handheld

To network this machine to another SQL Server:

Label Setup Enter a server name or IP address
Back Up |
Import D ata Or Search for Available Servers User ID |sa
Purge Database and select one from the list: Password | xxxxxxxxxxx
Security

Cument Server
DAVIDLAPTOPYREAT
Cumrent User

sa

[ Use an SAL Server not installed by this application v Update

‘whindows Firewall Ports

r Open local windows firewall ports for SOL communication with client machines. Parts will only be opened for
the local netwark, [subnet).
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Advanced

If you are using your own full version of Microsoft ® SQL Server 2000, 2005 or 2008, you can
create your database by going to C:/Program Files/RedBeam/RedBeam Asset Tracking and
double clicking the RBATXXSeed.exe (where XX is the version number). The following

window will appear.

B

Run Package

This executable wil create a new database. Please
choose the server and database you would like to create.

Select Database

Server

User name

Password

Mare Info...

|Y|:uur S0L Server Name ﬂ

" Windows authentication

{* sQL Server authentication

|Y0ur Uszer Name

™ Upgrade anexisting database

* Make a database Advanced...

Database

REAT

L

A

Once the database is created, when connecting a client machine to the database, check the Use a
SQL Server not installed by this application check box at the bottom of the login/server screen.
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" RedBeam Asset Tracking

Exit Help
Master Data 1 AssetDatajl Inventory] Reporting 1 Sync Handheld Admin

Network To network this machine to another SAL Server:

Label Setup Enter a zerver name or IP address S0L Server Instance

Back Up I I

Impart D ata Or Search for Available Servers User ID Isa

Purge Database | and select one from the list: Password Ixxxxxxxxxxx

Security

Current Server
DAVIDLAFTOPYWREBAT
Current Uszer

]

V¥ Use an SOL Server not installed by this application

z Update |

rwindoves Firewall Portz

the local netwark [subnet).

r Open local windows firewall ports for SOL communication with client machines. Ports will only be opened far

L

If you have not already done so, click Search for Available Servers. Choose the server from the
list box or type the server name or IP address of the server. Enter the user ID and password that

you set up for the server. When finished, click Update.
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Why isn’t my server found?

There are several reasons why you may not see your server when clicking the “Search for
Available Servers” button:

You haven’t installed or opened the application on the server yet:

The application must be installed and initiated on the server machine before your workstation can
connect to it. If you have installed on the server, but you haven’t opened the application on the
server, the workstations will not be able to connect.

Your server is not on the same subnet as the workstation:

If your server is connected through a router, is in a different domain, is in a different workgroup,
etc., it may not appear. You must manually enter the IP address or computer name of the server
to connect. The computer name of the server can be found in the “System” application which is
found in the windows Control Panel classic view of your server machine.

Your server is obstructed by a firewall:

This application is not designed for traffic through an unsecured network and should not be used
in that context. The application is designed to automatically open ports (on the local subnet only)
in the Windows operating system firewall (which ships with Windows XP). This firewall should
not be your problem. If (for some reason) you have another internal firewall within a secure
network, you will need to open two ports to allow the application to communicate. SQL Server
uses UDP port 1434 to establish connections from SQL Server 2000 clients. (This socket number
is also reserved for SQL Server by Internet Assigned Number Authority (IANA).) SQL also
listens on a TCP port. The default number for a default instance is 1433, the official IANA
socket number for SQL Server. In our case, we are using a "named instance" of SQL Server, and
this port number may have been dynamically assigned when the instance was first started. To
determine the port that our instance of SQL Server is listening on, you can use a Network Setup
utility that was created by the SQL Server installation (wrapped in the installation).

For SQL Server 2000, this can be found on the server machine at "\Program Files\Microsoft SQL
Server\80\Tools\Binn\SVRNETCN.exe". When you open the SVRNETCN application:

1. Onthe "General" tab, select the "Instance(s) on this server" =
<name of computer>\RBAT

2. Under "Enabled protocols:", click TCP/IP and then click
properties.

3. The "Default port:" will be displayed.

Both this TCP port and the UDP port 1434 will need to be opened within your firewall.

For SQL Server 2005, open the SQL Configuration Manager utility from Start Menu>All
Programs>Microsoft SQL Server 2005.

1. In the left hand pane, select “SQL Server 2005 Network
Configuration” and then select “Protocols for RBAT.”
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2. In the right hand pane, right click “TCP/IP” and then click
Properties.
3. For “IP Addresses” read the “TCP Dynamic Ports” value.

Both the “Dynamic Ports” value and the UDP port 1434 will need to be opened within
your firewall.

For SQL Server 2008, open the SQL Configuration Manager utility from Start Menu>All
Programs>Microsoft SQL Server 2008.

1. In the left hand pane, select “SQL Server 2008 Network
Configuration” and then select “Protocols for RBAT.”

2. In the right hand pane, right click “TCP/IP” and then click
Properties.

3. For “IP Addresses” read the “TCP Dynamic Ports” value.

Both the “Dynamic Ports” value and the UDP port 1434 will need to be opened within
your firewall.
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Label Setup

Label Setup allows you to create new label types that are added to the drop down list of available
label types under Reporting->Label Printing.

The system comes with many standard label sizes which are listed in the grid at the bottom of the
screen. If you see the size you want, select it, click Edit and uncheck the Inactive check box.

To create a new label type, click New. Enter the name you would like to give the label type, the
brand of the label and the label or form number if applicable.

Select the print orientation and the media type.
Enter the dimensions and other characteristics of the label. A preview of the label will display on
the top right side of the screen. Red indicator lines will help you to understand which dimension

you are changing.

When finished, click Update. The label type will now be available in the Label Type drop down
list on the Reporting->Label Printing screen.

"ﬁ RedBeam Asset Tracking EIEIAJ

Exit Help
taster Data 1 AssetData] Inventary] Reporting ] Swnc Handheld Admin

Label Type |address

Label Setup Brand | Avery

Back Up Mumber 2160 Mini Inactive W
r— Orientation

% Portrait  Landscape

Import Data

Purge Databasze

—Media Type

Security

Continuous [Label Printer
@ Shest O Bl Farfold, efc.]

— Label Dimenzions [in inches]
Top Margin 05 0.0g Label“idth 263 4 Page Width [4 25 a5

Side Margin 0= 0.08 Label Height 4 1 Page Height |5 11

Number Across [ 7 Horzontal Fitch [2 53 4.06 ¥ Suto-caloulate

Mumber Down |4 2 Yertical Pitch |4 1.06 (Blue = Default Valus]

K[| B D] = @] X2 M o vpoae |
Find First Prev. Copw Mew Edit Del Undo Mest Last
Label Mumber | Height |'width | Top Margin | Side Margin | Vertical Pitch | Haorizaon
2160 Mini
Address 2162 Mini
File Folder 2180 Mini
File Folder 2181 Mini
Dizhette 2186 Mini
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Backup

To create a back up copy of the database, click on the Backup button on the left side of the menu.

To create or schedule a backup of the database, first be sure to access this application on the
computer where the database is located. If the database is located on a server, please access this
application on the server.

From the tree structure in the Backup section, select the folder that contains the RedBeam Asset
Tracking database. To make a backup now, click the Backup Now button. To schedule a backup,
select the Daily or Weekly radio button in the Schedule section, choose the time each day or week
you would like the backup to occur and click the Schedule It button. This will set up the SQL

backup job.

To restore a backup database, click the ellipse (...) button in the Restore section and select the
appropriate file. WARNING: Restoring the database causes all current data to be replaced by the
data in the backed up database. If you would like to replace the data, click Restore.

"5 RedBeam Asset Tracking

IEIEE

Exit Help
taster Data 1

M etk

Label Setup

Import D ata

Purge D atabase

Security

AssetDatajl Inventory] F{eporﬁngjl Sync Handheld ]

rBackup

Folder IC:\F‘ru:-gram Files\RedBeamiasset Tracking',

B | QuickTime

|_—‘_|] RedBeam

] Asset Tracking

- | CheckIn Check Out
1 Inventory Tracking
i | Utilities

B
- Remote Display Control

Reference Assemblies

& . Roxio

M- . Safari

[ J SigmaTel
- . SonicWALL

—_—— e e e

rSchedule
o Daly O Wweskly

12:00:00 ﬂMﬂ Schedule It

Backup Mow |

rRestore

File

\Warning: Restoring the database causes current data to be replaced by the data in
the backed up database.

Restore |
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Import Data
To import data into the system, click on the Import Data button on the left side of the menu.

Data is imported into the system using Microsoft Excel spreadsheet templates. To download a
template, select the table desired under the Choose Table section by clicking on it. Then click the
Create Excel Source File from Template button. Select the folder you want to save the file.
Name the file and click Save.

When the source file opens, enter the data you want to import. You can save and open the source
file as many times as necessary to enter all of the data.

When data entry into the source file is complete, click the Choose Source File button, select the
source file and click Open.

r ™y
- RedBeam Asset Tracking =B &
Exit Help
taster Data 1 Agzet Data ] Inventary ] Reporting ] Swnc Handheld ]
Metwork Choose Table
Label Sety
2 Buildings Step 1: Select the table to be imported by clicking on the appropriate table
Back Up button.
Rooms Step & Click the Create Excel Source File from Template Button.
Step 3 Select the folder where you want to zave the source file, name the file
Depatments and click Save.
Purge Databasze P Step 4: when the source file opens, enter the data you want to impart. iou can
Clatuses zave and open the source file as many times as necesszary to enter all of the data.
Security Step B Wwhen data entry inta the source file iz complete, click the Choose

Source File button, select the source file and click Open.

Accounting

Azzet Types

b anufacturers

Wendars

Custodians

Assels

Create Excel Source File fram Template

Chooze Source File
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Review the data you are about to import by scrolling through the preview table. When satisfied
with the results, click Proceed. You will have an opportunity to review the import on the next
screen before committing the changes to the database.

';"i RedBeam Asset Tracking = |EB| J

Exit Help
MasterData} AssetData-] Inventary] Repaning-] SyncHandheId]

M etwork,
Label Setup Flease review the data you are about to import by scraling through the table below. When zatisfied with the results, click | =
Proceed. ou will have an opportunity to review the import an the nest screen before commniting the changes ta the E
Back Up database.

Mote: During the import, the spstem will reject duplicate records or recordz that do not hawe data in required fieldz, such as

Import D ata

Purge Database AssetlD Diescription Fiooml D Serialt umber
Max Size: 20, Typpe: dlphanurner | Mas Size: 70, Type: Alphanumer | Max Size: 15, Tepe: dlphanunner | Mas Size: 30, Type: Al
Security 1009 Laptop 1107
1010 Desk 1-101

] D b
<- Back | & AddNew Only ¢ Addand Update [ Update Master Data? Froceed |

L 4

Review the information in the Confirm screen and click Proceed.

During the import, the system will reject duplicate records for all tables other than the asset table
and will reject records that do not have data in required fields, such as the ID fields. This will not
impact the import of valid records.

The asset table does allow for duplicate records to be imported. This “mass update” feature
allows users to update multiple records at a time rather than having to change each record on the
Asset Data screen. When importing duplicate assets, it is important to note that any fields in the
Excel template including those that are blank will override the existing information already in the
system.
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The Result screen will list the records that were added and those that failed. If you are satisfied
with the results that were added, click Finish to commit the data to the database. If you are not
satisfied with the results that were added, click Roll Back to remove the data from the database.

~

';"i RedBeam Asset Tracking =B I

Exit Help
MasterData} AssetData-] Inventary] Repaning-] SyncHandheId]

M etwork,
Label Setup I Froadl
Back Up + 1009 Added

Purge Databasze

Security

Q Rolled Back: 0

RolBack |  Finsh |

L 4

Note: Data will fail to be imported for a number of reasons. The reason for failure will be listed
next to the ID of the failed record. Failure normally occurs if required fields, such as ID fields
are left blank, or if data the record to be imported depends on is incorrect, such as entering an
invalid room 1D when importing an asset. Entries too long for a given field will be truncated.
Entries in the wrong format, like a date field or a state postal abbreviation will be set to a system
default. Inaccurate master data entries, such as an invalid department 1D, will show as if no data
was entered.
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Purge Database

To access the purge database functions, click on the Purge Database button on the left side of the
menu.

Under certain circumstances you may want to purge the database of all or selected data.

IMPORTANT: Once data is purged from the system, it cannot be recovered. Use this function
carefully.

To purge data in the system and start fresh with a clean database, click Select All. To select
specific tables, please a check mark next to the desired table to be deleted.

Note: The Asset table must first be purged before the Rooms table can be purged. The Rooms
table must be purged before the Buildings table can be purged.

When finished selecting, click Purge.

"5 RedBeam Asset Tracking =B
Exit Help
taster Data 1 AssetDatajl Inventory] Reporting 1 Sync Handheld Admin

M etk

Azzetz Table I P Fresul
7] Lrge A esu
Label Setup vl fssets

Back LI —Master Tables
2 v Departments
Import D ata ¥ Statuses

Purge Database Accounts

o e

b anufacturers
v Vendors
v Classes
V¥ Custodians
v Rooms
v Buildings

Inventary Tables
¥ Inwentories

Select all
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Security

To access the security functions, click on the Security button on the left side of the menu. User
security is not automatically active in the system. By default it is disabled. To enable user
security, click the Enable Security for the Application check box. The user ID and password that
was created when the software was installed is the administrative user and password.

User

To create additional users for the system, click the User tab. Click the New button and enter the
user 1D, first name, last name, password, phone, and email. You can give this user the ability to
update user security for other users by clicking on the User Security and Database Restore
Access check box. You must also assign a user a role. The system default is Administrator. You
may set up other roles under the Roles tab. When finished, click the Update button.

To edit a user, click the Edit button and update the record. When finished, click Update.

To delete a user, click on the Delete button and confirm the deletion when prompted. The user
will be erased from any related records. A user may not update or delete their own user ID.

You can view all of the users by scrolling through the list on the bottom panel.

r% RedBeam Asset Tracking =B &
Exit Help
taster Data 1 AssetData] Inventary] Reporting ] Swnc Handheld Admin

Metwark ¥ Enable Securty for the Application
Label Setup Users-] Rales 1

Back Up User ID [sichnsan |332-556-9383

Impart Data First Name |Sara

Isiohnson@yourcompany. cam

Purge Database Last Name |Jnhnsnn

Security Pagsword |

Werify Pazzword |
Al | xdmin |

B K<< B D@ X33 M| o et |

Find First Prev.Copy Mew Edit Del Undo Mesxt Last

UserlD | Firsth ame | LastM ame | Email | Phone | Rolelntemalllr |
zjohnzan Johnzon Sara gohnzon@yourcompal 382-55F 1
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Role
To create other roles, click the Role tab. Click the New button and enter the name of the role.

To limit user functions click the Functions button. From the tree structure, select the areas of the
application that you would like users with this role to access. You may choose the type of access
by selecting from the drop-down list to the right of the function. Although options may be
limited for some functions, you may choose from:

None — hides the function from the user to prevent access

View — gives the user the ability to only view data

Edit — gives the user the ability to edit, but not the ability to add or delete records
Full — gives the user full access

To limit a user’s view of data by department, uncheck the Access All Departments check box and
select the desired departments. The user will only be able to view and edit assets assigned to the
selected departments.

r% RedBeam Asset Tracking =B &
Exit Help
tMaster Data ] Asgzet Data 1 Irventony 1 Feporting 1 Swnc Handheld 1 Admin

Network ¥ Enable Security for the Application

Label Setup Uzers ] Hules]
Back Up

Rale I.&dmin W Access All Departments

Import Data

= PC Interface Department
f# Master Data Full Hurnan Resources
Security Lsset Data Ful Infarmation T echnolo

Inventary Full

Purge Database

Reporting Full
[ Sync Scanner Full

o f# Admin Full
= Uandhald Intarfana

I EIN =R B E I

Find First Prev Copy Mew Edit Del UndoMest Last

-

FaleM anne
Admin

s

When finished, click the Update button. To edit a role, click the Edit button and update the
record. When finished, click Update. To delete a role, click on the Delete button and confirm the
deletion when prompted. A role may not be deleted if it is assigned to a user. You can view all
of the roles by scrolling through the list on the bottom panel.
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Registration

The Registration screens include four tabs including Customer, Reseller, Activation and Support.

Under the Customer tab, enter information about your company including company name, your

name, address, phone and email.

Registration

(=]

Customer | Reseller | Activation | Support

—Company Information
All fields are mandatory.

Company ]Red Beam, Inc.

First Name |John Last Name |Smith

Street  [3820 Mansell Road, Suite 280B

City [Alpharetta State [GA ~| ZipCode [30022

Phone  [877-373-0930 Email |

[V Please send me update and renewal notices via email.

Cancel |

Next

— —

Under the Reseller tab, enter information about the company you purchased the RedBeam system
from including company name, your contact’s name, address, phone and email. This information
can be accessed later if you need to order additional licenses, upgrades, support or supplies.

Registration

&

Customer R&sellerl Activation | Support ’

—Reseller Information -

** Reseller ]Acme Barcode Solutions

First Name |Sandra Last Name |Johnson

Street 5570 Sandlewood Lane

City [Holtywood State [CA ~| ZipCode [93823

Phone [984-555-2038 Email [sandra johnson@acmebarcode.com

= fields are mandatory.

Back |

Next
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Under the Activation tab, enter your product serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your product serial number. They will

then verbally provide the activation key for your machine.

Registration

(=]

Customer | Reseller Activation | Support

—Serial Number Activation -

buy more licenses, please call 877-372-0350.

PC Unique ID  [D7338D2DFBSE73CC

Activation Key lF4-1?rA7—23—43'72-82-80

Please enter the serial number found on the software CD jacket, and click the "Get

Activation Key™. This will transmit your registration to Redbeam
via the internet. If you do not have internet connectivity or would like to

Serial Number ISCAFSDOZBCSE

Back |

Activate

Next
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Under the Support tab, enter your support contract serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your support contract serial number.
They will then verbally provide the activation key for your machine. You may enter multiple
support contracts to extend support for multiple years.

Registration @
Customer | Reseller | Activation Support
—Support Activation
To purchase support please contact your reseller (,) or call 984-555-2038
SupportNumber , SupportEndDate
31472009
885436 3/4/2010
Activation Key |176EDCA.A530E26C E4
Support Number |72F478 Activate |
Back | Finish |

About

The About menu shows information regarding the RedBeam Asset Tracking including the version
number.

7 RedBeam Asset Tracking

Yersion 5.4.32

redbeam

Copyright 2004-2010 RedBeam, Inc.
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Section 3: Using the Mobile Computers

If you are using the Mobile or RFID Edition of the software, the mobile computer portion of
RedBeam Asset Tracking® is loaded during the initial sync with the handheld which is described
under the Sync Handheld section of this manual. Once the installation is finished, re-sync to
complete the upload of master data.

To begin using the application on the scanner, remove it from the cradle and turn it on. Access
the program on the scanner by going to Start->Programs->Asset Tracking.

Login

If user security is active, you will be presented with the Login screen. Select your user ID and
enter your password and click Login.

H Login o £ 6:23

userd  |John Smith v|
Password |******** | Clr |
1|2]|3|4|s|e]|7]|8|9]0
Q|w|E[R|T|Y|u|l1]O]|P
Als|p|F|G|H|I|K]|L|<-
shlz|x|c|v|B|N|M]|SP|Fn

RedBeam Asset Tracking
Version 5.0.0

Copyright 2004-2005 RedBaam, Inc.

Exit Login

Note: The system date will be stamped on each record when it is scanned. The date is normally
updated during your sync with the PC. To check or change the date, go to the Start menu (the
Windows icon) at the top left of the screen and choose the Settings option. Clock settings will be
either under the Regional Settings or under the System->Clock function. To get back the
RedBeam Asset Tracking Program, go to the Start menu and choose the Programs option. Under
Programs, click on the Asset Tracking icon.
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Main Menu
Functions on the main menu include Update and Inventory.

To get the most out of the scanner functions, it is important to understand how Update and
Inventory are used.

The Update function can be used without opening an inventory. This is ideal for users who want
to receive or update their asset information on a regular basis.

The Inventory function is only active when an Inventory is opened on the PC. This is ideal for
users who want to take a physical inventory or audit of their assets and produce found and
unfound asset reports.

If using the RFID version of the system, the Use RFID option (check box) will be enabled by
default and the Encode RFID function will display.

Depending on how you want to use the mobile scanner, click the appropriate button.

Asset Tracking System
Function

Update

Inventory

Encode RFID
Lse RFID

Restore DB Exit

User ID Maokile

©2004-2010 RedBeam, Inc. Revised July 22, 2010
All rights reserved. Contents subject to software license agreement. Version 5.5
Contact us at www.redbeam.com. Page 76



Update

If the Update button on the Main Menu is clicked, you will be taken to the Update screen.

Scan Assets with Barcode Scanner

On the main Update screen, scan or manually enter either the item number or the serial number of
the asset you would like to update.

To enter by item number, the Item Number radio button must be selected. To enter by serial
number, the Serial Number radio button must be selected.

To scan the asset, scan the asset barcode with the scanner. If the scan registers and the asset is in
the database, the scanner will beep and take you to the Process Update screen.

To manually enter the asset, enter the numbers and letters desired using the keypad. Once
entered, click the Find button. If the asset is in the database, you will be taken to the Process
Update screen.

To clear any field, click on the Clr button to the right of the field.

To exit back to the main menu, click the Main Menu button.

H Update o < 636

RedBeam Asset Tracking

(#) Item Number () Serial Number

cir [100d | Find
1|12]|3|4]|5]|6]| 7|89
QIW|E|R|T|Y|JU]|I P
A|S|IDIF|IGIH]J|K]JL|=-
sh|]Z|X|C|V|B|N|M|SP|Fn
Main Menu

User ID John Smith
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Process Update Main

The Process Assets Main Data screen displays the following information about the asset that was
scanned or manually entered including:

Description
Serial #
Building
Room

If you have selected additional Fields to Update, the first of these will show up at the bottom of
this screen. The others will show in the other Info tabs.

On this screen, you can update the description by clicking in the Description field. A keypad will
pop up. When finished editing, click the OK button.

You can update the serial number by scanning it. Scanning will erase anything previously
entered in the serial number field. You can also click in the Serial # field and enter the serial
number manually using the keypad. When finished editing, click the OK button.

You can update the building by choosing from the drop down menu.

You can update the room by choosing from the drop down menu.

Clicking the Cancel button does not save the asset and takes you back to the main Update screen.

Clicking the Save button saves the changes you made to the asset record.

e
Asset 1p (1000

Descr.  |Laptop Computer TEST
0K

Serial # |8472927293K ok |

Buiding [Bulding 1 M

Room  |1-101, 1-101 [ ~Jok]

MFr. |Tech Manufacturer v|

Main | Info 1 | Info 2 | Info 3 |

Cancel Save

UserID  |John Smith |
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Process Update Info

The Process Update Info 1, Info 2 and Info 3 screens display the fields that were selected under
the Sync Handheld->Fields to Update screen on the PC.

Click in body of the field you would like to update. A keypad or drop-down will pop up. When
finished editing, click the OK button.

Clicking the Cancel button does not save the asset and takes you back to the main menu.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the main menu.
H Process Update +F oz 5:43

Asset 1D (1000
Dept. |Ir|f+::rmatbn Technology v|

Custodian | Smith, John -
status | Good -|
,e.,gget-wpe| Computers - |
Wrnty.x |7893 oK

M

Wrnty. St 1 /19/05
m Info 1 | Info 2 | Infc:3|

Cancel Save

User ID |Juhn Smith |
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Read Assets with RFID Reader

You can locate your assets by RFID reading, barcode scanning or manually entering the item

number of the asset.

To read the asset using RFID, read the RFID tag with the reader. If the read registers, the mobile

computer will beep. Reader Strength can be adjusted by using the slide bar.

An “N” in the “!” column in the grid denotes a new asset.

[] Scan{Type

B P TP

Asset Tracking System

New Assets. Please check

| |o [ Desc.
1000 Laptop Computer TH
N 1236 MNew Asset

To barcode scan or manually enter the asset, check the Scan/Type ID box. Then scan or enter the

asset. Once entered, click the Find button.
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H z ' Update

o o 2:31

Asset Tracking System
ScanfType
[ | [ Find

! | ID | Desc.

If you would like to see the asset details or modify the record after each read, tap and hold the
stylus on an asset. Then select Edit/Add and you will be taken to Process Inventory. Assets can

be removed from the list by selecting the Remove option from the asset menu.

To clear the assets from the

To exit back to the main application screen, click the Main Menu button.

©2004-2010 RedBeam, Inc.
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Process Update Main

The Process Assets Main Data screen displays the following information about the asset that was
scanned or manually entered including:

Description
Serial #
Building
Room

If you have selected additional Fields to Update, the first of these will show up at the bottom of
this screen. The others will show in the other Info tabs.

On this screen, you can update the description by clicking in the Description field. A keypad will
pop up. When finished editing, click the OK button.

You can update the serial number by scanning it. Scanning will erase anything previously
entered in the serial number field. You can also click in the Serial # field and enter the serial
number manually using the keypad. When finished editing, click the OK button.

You can update the building by choosing from the drop down menu.

You can update the room by choosing from the drop down menu.

Clicking the Cancel button does not save the asset and takes you back to the RFID Update screen.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the RFID Update screen.

H Process Update o oz 637

Asset 1D | 1000
Descr.  |Laptop Computer TEST
OK

Serial # |8472927293K ok |

Buiding [Bulding 1 M

Room  |1-101, 1-101 [ ~Jok]

MFr. |Tech Manufacturer v|

Main | Info 1 | Info 2 | Info 3 |

Cancel Save

UserID  |John Smith |
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Process Update Info

The Process Update Info 1, Info 2 and Info 3 screens display the fields that were selected under
the Sync Handheld->Fields to Update screen on the PC.

Click in body of the field you would like to update. A keypad or drop-down will pop up. When
finished editing, click the OK button.

Clicking the Cancel button does not save the asset and takes you back to the RFID Update screen.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the RFID Update screen.

T
Asset Ip |1000

Dept. |Ir|f+::rma tion Technology v|

Custodian | Smith, John -
status | Good -|
,e.,gget-wpe| Computers - |
Wrnty.x |7893 oK

Wrnty. St 1 /19/05
m Info 1 | Info 2 | Infc:3|

Cancel Save

M

User ID |Juhn Smith |
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Inventory
If the Inventory button on the Main Menu is clicked, you will be taken to the Inventory screen.

Functions on the Inventory menu include, Scan Assets, Display Assets, and Unfound Assets. Each
function is described in a subsequent section.

Select the inventory you want to work with from the drop down and click the desired function.
Clicking the Main Menu takes you back to the Main Menu.

Clicking the Exit button exits the program.

m Inventory o 4£ 6:30

RedBeam Asset Tracking
Inventory

Select Inventory
|October 2005 -|

Scan Assets
Display Assets
Unfound Assets

Main Menu Exit

User ID |Juhn Smith |
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Scan Assets with Barcode Scanner
The Scan Assets function allows you to locate assets and update asset information.

Enter the room you want to scan. You can do so by scanning the room if it is bar-coded. The
correct building will default. If the room is not bar-coded, you can select the room from the drop
down menu. To limit the list of rooms, you can first select the building from the drop down.

You can locate your assets by scanning or manually entering either the item number or the serial
number of the asset.

To enter by item number, the item number radio button must be selected. To enter by serial
number, the serial number radio button must be selected. If you would like to see that asset detail
after each scan, check the Show Detail flag.

To scan the asset, scan the barcode with the scanner. If the scan registers and the asset is in the
database, the scanner will beep and take you to the Process Inventory screen. (If the Show Detail
flag is not checked on, you can simply scan the next asset.)

To manually enter the asset, enter the numbers and letters desired using the keypad. Once
entered, click the Find button. If the asset is in the database, you will be taken to the Process
Inventory screen. (If the Show Detail flag is not checked on, you can simply scan the next asset.)

To show a list of missing assets, click the Show Missing Assets check flag. You can add a
missing item to the found item list by holding down on the asset in the grid and selecting Add to
Found Assets.

To clear any field, click on the Clr button to the right of the field. To exit back to the main
application screen, click the Exit button.

vy | Inventory

Bldg. |Elr |Euilding 1 v|

room |Cir|1-101, 1100 [ 7

() Item Mumber () Serial Mumber
| cir | | Find
[ ] Showe Missing &ssets [w] Show Detail

112|314 ]|5|6|7]|8]|9
OIWIEIR|T|Y|U]TI|O
A|IS|IDIF|G|H|I|K]L |<-
sh|Z|X|C|VY|B|N|M]|SP|Fn

In¥. Menu | Last &sset Scanned
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You can scan all of the assets in one room one after the other. When you go to the next room,
click the Clr button next to the room. Then scan or select the room from the drop down and
begin scanning the next set of assets.

Process Inventory Main Data

The Process Inventory Main Data screen displays the following information about the asset that
was scanned or manually entered including:

Asset ID

Description

Serial #

Building and Room
Requires New Label Flag

If you have selected additional Fields to Update, the first of these will show up at the bottom of
this screen. The others will show in the other Info tabs.

On this screen, you can update the description by clicking in the Description field. A keypad will
pop up. When finished editing, click the OK button.

You can update the serial number by scanning it. Scanning will erase anything previously
entered in the serial number field. You can also click in the Serial # field and enter the serial
number manually using the keypad. When finished editing, click the OK button.

If the asset tag is damaged or missing, click a check mark in the Requires New Label field.
Clicking the Cancel button does not save the asset and takes you back to the main Scan Assets

screen. Clicking the Save button saves the asset as found, updates any changed information and
takes you back to the main Scan Assets screen.

e s
Asset 1D 1000

Descr. |Laptop Computer TEST

OK

cerigl & |BHF2927Z83K OK

Building Buiding 1
Room 1-101, 1-101
[ ] Requires New Label

M. | Tech Manufacturer -

Main | Info 1 | Info 2 | Info 3 |
Cancel Save

User ID | |
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Process Inventory More Info

The Process Inventory Info 1, Info 2 and Info 3 screens display the fields that were selected under
the Sync Handheld->Fields to Update screen on the PC.

Click in body of the field you would like to update. A keypad or drop-down will pop up. When
finished editing, click the OK button.

Clicking the Cancel button does not save the asset and takes you back to the main Scan Assets
screen.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the main Scan Assets screen.

H Process Inventory ¢ #£ 5:26

Asset 1p (1000
Dept. |Infnrma tion Technology v|

Custodian |5rr|'|l:hr John ,|
Status  |GoOd -]
ﬁ,sgetTm,rpe|CDm puters - |
Wrnty. = 7893 oK

Virnty. St 1 /19/05 S
m Info 1 | Info 2 | Inf{:3|

Cancel Save
UserlD | |
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New Asset

If an item number is scanned or manually entered, but the asset is not found in the database, you
have the option to add the item by clicking “Yes” on the message below.

This feature does not exist if a serial number that is not in the database is entered.

Imrentnrv ot £ 6:35

Bidg. |CIr|Bu'|h:I'|n+;| 1 -

Room |CIr]1-101, 1-101 -
& g - 0

Mo asset found.
Would you like to add new
asset information?

Yes No

A|S|IDIF|G|H|I]|K]|L|=<-
sh|Z|X|C|V|B|N]|M|SP|Fn

Inv. Menu | | ast Asset Scanned
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Room Move

If an item number is scanned or manually entered, but the room you are logged into is not the
same room the asset was previously found in, the message below will pop up as a warning. If
you would like to move the asset, click Yes. If you do not want to move the asset, click No.

©2004-2010 RedBeam, Inc.

Inv-entnrv +F oz 527
Bldg. |CIr|Bu'|h:|'|ng 2 -
R -

& - d 1

This asset was praviously in

the room 1-101.
Do you want to move 1t to
the room 2-1017

Yes No

il Il Bl

T = L= T = TT = ™ L=

shl|Z|X|C|V|B]|N|M|SP|Fn

Inv. Menu | | ast Asset Scanned
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Notification

If a notification for the asset was entered in the PC database, when the asset is scanned, the
notification message will pop up on the scanner. Generally, the message will instruct the person

taking the inventory to perform a certain action.
After reading the message, click OK to continue.

H Update +F o< 533
RedBeam Asset Tracking

(@ Item Number () Serial Number

(1]

112 Upgrade Antivirus 9
Q1w o|P
AIS|DIJFIG|H]I]|K]L|=<-
sh|]Z|X|C|V|B|N|M|SP|Fn
Main Menu

Lser ID John Smith
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Read Assets with RFID Reader

Enter the room you want to scan. You can do so by scanning the room if it is bar-coded. The
correct building will default. If the room is not bar-coded, you can select the room from the drop
down menu. To limit the list of rooms, you can first select the building from the drop down.

If you have tagged your rooms with RFID tags, you can read them by checking the RFID flag
next to the Room drop down. The correct building will default when the room RFID tag is read.

You can locate your assets by RFID reading, barcode scanning or manually entering the item
number of the asset.

To read the asset using RFID, read the RFID tag with the reader. If the read registers and the
asset is in the database, the scanner will beep. If all the assets are located in the room, the RFID
reader will produce a short beep. If there are new, moved, or missing assets in the room, the
reader will product an extended beep. Reader Strength can be adjusted by using the slide bar.

“N” denotes a new asset, “M” denotes a moved asset, and missing assets can be viewed by
checking the Show Missing Assets box.

To barcode scan or manually enter the asset, check the Scan/Type ID box. Then scan or enter the
asset. Once entered, click the Find button.

H > ' Inventory

Bidg. |CIr]

rRoom [Clr[1-101, 1101 | ~|[JrrD
Read Tags: Scan{Type ID
| cir | | Find
[] show Missing Assets

1 | | Desc.

N 12345-6 New Asset

4| i [ »
Iny. Menu| | Clear | | Save
Reader Strength U

If you would like to see the asset details after each read, tap and hold the stylus on an asset. Then
select Edit/Add and you will be taken to Process Inventory. Assets can be removed from the list
by selecting the Remove option from the asset menu.
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H K I Inventory F 1 4."’.‘.’ x 10:40
Bldg. [Cir]
rRoom [Cr[1-101, 1101 [ ~][JreD
Read Tags: ScanfType ID
[ cir | [ Find
[] show Missing Assets

I 11D Desc.

Remove

4| 1N [ »
[Inv. Menul | Clear | , Save
Reader Strength U

To show a list of missing assets, click the Show Missing Assets check flag. You can add a
missing item to the found item list by holding down on the asset in the grid and selecting Add to
Found Assets.

When done finding or modifying assets, click the Save button. Assets are not marked as found
until the Save button is clicked, so be sure to do this before leaving the screen if you want to save
the data. Once saved, you can enter a new room and scan or read the next set of assets.

To clear the grid, click on the Clear button.

To exit back to the main inventory menu, click the Inv. Menu button.
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Process Inventory Main Data

The Process Inventory Main Data screen displays the following information about the asset:

Asset ID

Description

Serial #

Building

Room

Requires New Label Flag

If you have selected additional Fields to Update, the first of these will show up at the bottom of
this screen. The others will show in the other Info tabs.

On this screen, you can update the description by clicking in the Description field. A keypad will
pop up. When finished editing, click the OK button.

You can update the serial number by scanning it. Scanning will erase anything previously
entered in the serial number field. You can also click in the Serial # field and enter the serial
number manually using the keypad. When finished editing, click the OK button.

If the asset tag is damaged or missing, click a check mark in the Requires New Label field.

Clicking the Cancel button does not save the asset and takes you back to the RFID Inventory
screen.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the RFID Inventory screen.

e s
Asset 1D 1000

Descr. |Laptop Computer TEST

OK

cerigl & |BHF2927Z83K OK

Building Buiding 1
Room 1-101, 1-101
[ ] Requires New Label

Mfr. |Tech Manufacturer -

Main | Info 1 | Info 2 | Info 3 |

Cancel Save

User ID | |
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Process Inventory More Info

The Process Inventory Info 1, Info 2 and Info 3 screens display the fields that were selected under
the Sync Handheld->Fields to Update screen on the PC. Click in body of the field you would
like to update. A keypad or drop-down will pop up. When finished editing, click the OK button.

Clicking the Cancel button does not save the asset and takes you back to the RFID Inventory
screen.

Clicking the Save button saves the asset as found, updates any changed information and takes you
back to the RFID Inventory screen.
H Process Inventory o #< 5:26

Asset D [1000
Dept. |Informa tion Technology v|

Custodian |Smith, John -
States | Good -|
,e.,sgetwpe|CDm puters - |
Wnty.x [7893 ok

Vrnty. St 1 /19/05
m Info 1 | Info 2 | Inﬁ::3|

Fin

Cancel Save
UserID | |
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New Asset

If an item number is read, scanned or manually entered, but the asset is not found in the database,
the asset will be entered as a new asset.

&F % 10:39

/ ¥ | Invenory

Bldg. |Clr]

Room [Clrf1-101, 1101 | ~|[JrrD
Read Tags: ScanfType ID
| cir | [ Find
[ ] Show Missing Assets

o [ Desc.

N 12343-6 New Asset

4| 1 | »
Inv. Menu| | Clear | | Save
Reader Strength {J

To edit or add asset information, tap and hold the stylus on the asset. Once the menu appears,
select Edit/Add.

2

=X 10:40

H ¥ l Invetory

Bldg. (Clr]
Room [Clrf1-101, 1101 | ~|[JrrD
Read Tags: ScanfType ID
[ Clr | I Find
[] show Missing Assets
I |ID Desc.
Remove
< 1 | | »
[Inv. Menu I | Clear | | Save
Reader Strenagth U
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Room Move

If an item number is read, scanned or manually entered, but the room you are logged into is not
the same room the asset was previously found in, the asset will be entered as a moved asset.

room |CIr [6601003 |

Read Tags: []Scan/Type ID
Miss, Mew or Moved Assets, Please check

[ ] Show Missing Assets

| |D | Desc.

M 420338 .. Integrator

4] i [ [ »
Inv. Menu | | Clear | | Save |
Reader Strength U

To view the previous room the asset was located in, tap and hold the stylus on the asset. Once the
menu appears, select Show Previous Room.

Read Tags: [ ] Scan/Type ID
Mizz, Mew or Moved Assets, Please check

[ ] show Missing Assets

| |D | Desc.
M 420333

Remove

Show Previous Room

4] 1] [ [ »
Iny¥. Menu | | Clear | | Save |
Reader Strength U
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Display Assets

The Display Assets function allows you to view the most up-to-date asset information on the
scanner. The user may define the scope of the search by choosing one of the following radio

buttons:
e All —displays all assets in the inventory
e Bldg. —displays all assets in the chosen building
e Room —displays all assets in the chosen room
o Asset —displays chosen asset

Once selected, enter a value and click the Display button.

The Display Assets Main Data screen will display.

E Display Assets

s
o

o< 5:30

(3 al () Bidg. @ Room () Asset
RoomiD | Clr | 1-101 =
D | Desc.
~11-101 1-101
1 2-101 2-101
[v I+ i [ T»
Inv. Menu Display
112|314 |5]|6|F|8]9]0
QIW|E|R|T|YJU]|]I|O]|P
A|lS|D|F|IG|H]IJ]|K]|L]|=
sh|Z|X|C|V|B|N|M]|SP|Fn

The Inv. Menu button will take you back to the Inventory Menu.
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Display Assets Main Data

The Main Data screen displays the following asset information:

Description

Building

Room

Serial #

Found Flag

Date and Time Stamp

m Display Assets o3 oz 6:26

Drescr, Laptop Computer TEST
Building Building 1
Room 1-101
Serigl #  8472927793K
Found Dats/Tims

Main Data | More Info

<-Back 2 |<[F—>
D | Desc. |
1000 « Laptop Computer TEST
1001 . Printer

1]

The current record number and the total number of records for this search are displayed at the
bottom of the screen. Scroll up or down, or click in the scroll bar to move through the records.

Click on a record to display its detail.

Click on the More Info tab to view more information about the asset.

Click on the Back button to return to the Display Asset Screen.
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Display Assets More Info

The More Info screen displays all additional fields that were selected under the Sync Handheld-
>Fields to Update screen on the PC. Scroll up and down to view all of the fields.

The current record number and the total number of records for this search are displayed at the
bottom of the screen. Scroll up or down, or click in the scroll bar to move through the records.
Click on a record to display its detail.

Click on the Main Data tab to view the main asset data.

Click on the Back button to return to the Display Asset Screen.

©2004-2010 RedBeam, Inc.

;7 | Display Assets o oz 5

Fisld Mame | Value -
Wrnty.# 7893

Custodian Smith, John =
Wrnty.5t. 1/19/2005

Wrnty.End 1/19/2006 1
Mfr. Tech Manufacturer ||
Cept. Information Technology |+
1] I [ [ »
Mzin Data | More Info
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1000 « Laptop Computer TEST
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Unfound Assets
The Unfound Assets function allows you to view assets in the inventory that have not been found
on the scanner. The user may define the scope of the search by choosing one of the following
radio buttons:

e All —displays all assets in the inventory

e Bldg. —displays all assets in the chosen building

e Room —displays all assets in the chosen room
Once selected, enter a value and click the Display button.

The Unfound Assets Main Data screen will display.

The Inv. Menu button will take you back to the Inventory Menu.

H Unfound Assets &% < 5:32

Al () Bldg. ) Room
RoomID | Clr v
Inv. Menu Display
1|2|3|4|5|6|7|8|92]|0
QIW|E|R|T|YJU]JI|JO)|P
A|S|ID|F|G|H]JJ]JK]JL|=-
sh|Z|X|C|V|B|N|M|SP|Fn
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Unfound Assets Main Data

The Unfound Assets Main Data screen displays the following asset information:

Description

Building

Room

Serial #

Found Flag

Date and Time Stamp

m Display Assets o3 oz 6:26

Drescr, Laptop Computer TEST
Building Building 1
Room 1-101
Serigl #  8472927793K
Found Dats/Tims

Main Data | More Info

<-Back 2 |<[F—>
D | Desc. |
1000 « Laptop Computer TEST
1001 . Printer

1]

The current record number and the total number of records for this search are displayed at the
bottom of the screen. Scroll up or down, or click in the scroll bar to move through the records.

Click on a record to display its detail.

Click on the More Info tab to view more information about the asset.

Click on the Back button to return to the Unfound Asset Screen.
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Unfound Assets More Info

The More Info screen displays all additional fields that were selected under the Sync Handheld-
>Fields to Update screen on the PC. Scroll up and down to view all of the fields.

The current record number and the total number of records for this search are displayed at the
bottom of the screen. Scroll up or down, or click in the scroll bar to move through the records.
Click on a record to display its detail.

Click on the Main Data tab to view the main asset data.

Click on the Back button to return to the Unfound Asset Screen.

;7 | Display Assets o oz 5

Fisld Mame | Value -
Wrnty.# 7893

Custodian Smith, John =
Wrnty.5t. 1/19/2005

Wrnty.End 1/19/2006 1
Mfr. Tech Manufacturer ||
Cept. Information Technology |+
1] I [ [ »
Mzin Data | More Info

<-Back 12 |<lF—>
D | Desc. |
1000 « Laptop Computer TEST
1001 . Printer

4 | T [ [ »
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Encode RFID

If using an RFID enabled mobile computer, the RFID encode function will display on the main
menu. This function encodes and validates RFID tags.

Only certain types of gen 2 RFID tags may be encoded. Please see the section on Sync
Handheld->RFID Settings in this manual for more details and contact your reseller or RedBeam
at 877-373-0390 for more information about compatible RFID tags and how to produce or
purchase them.

To encode an RFID tag, type or scan the data you want to encode. Depending on the type of
encoding you have selected in the program under the Sync Handheld->RFID Setting, you can
either encode up to 12 or 24 characters. Once the data is entered, hold the front of the RFID
enabled handheld over the tag you want to encode and click Encode. If the tag was successfully
encoded, a success message will display in the gray bar. If the encoding was unsuccessful, a
failed message will display in the gray bar.

,ir.‘."l Encode £12:42 [X

Assat Tracking Systam
Encode RFID
Type ar Scan
| Clr II IEnl:ul:IE |

112|113 |4]|5|6|7]|8]|9
QOIWIEIR|T|Y |U]|I
A|S|IDIF|IG|H|I|K]L |=-
sh|Z|X|C|VY|B|N|M]|5P|Fn

User 1D [ROBERT |

To validate the data in a given RFID tag, hold the front of the RFID enabled handheld over the
tag and click Read Tag. The value encoded in the tag will display in the gray bar.

Please note that any writable Gen 2 RFID tag within range of the handheld will be overwritten
with the value you enter if the tag is within range. It is important to keep any tags you do not
want overwritten to be out of range of the handheld before trying to encode tags.

Click Main Menu to go back to the Main Menu.
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Resetting the Scanner

Performing a Soft Reset

A soft reset restarts the terminal and saves all stored records and entries.

Caution: Files that remain open during a soft reset may not be retained. DO NOT perform a soft
reset if the terminal is suspended. First press the power button to wake the terminal; if the

terminal does not turn on, then perform a soft reset.

To perform a soft reset, please consult your scanner user manual.

Performing a Hard Reset

A hard reset also restarts the scanner but erases all stored records and entries. Therefore, never
perform a cold boot unless a warm boot does not solve the problem.

To perform a hard reset, please consult your scanner user manual.
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Appendix A: Depreciation Periods and Methods

Depreciation Periods

The depreciation period determines when the asset is depreciated. There are two depreciation
periods in the system, monthly and annually.

Monthly

For assets that are depreciated monthly, one month’s worth of depreciation is deducted from the
asset’s value on the last day of the first month following the assets acquisition and on the last day
of every month thereafter until the asset is completely depreciated. For example, an asset
acquired on March 18, 2003 will have its first month’s depreciation taken on April 30, 2003. The
second month’s depreciation will be taken on May 31, 2003 and so on.

Annually

For assets that are depreciated annually, depreciation is taken on the last day of the fiscal year
(defined on the Organization->Company tab). At the end of the first year, the total depreciation
taken will be the total of the depreciation that would have been taken using the monthly method
in that year. At the end of the last year, the total depreciation taken will be the total of the
depreciation that would have been taken using the monthly method in that year.
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Depreciation Methods

The depreciation method determines how the asset is depreciated. There are four depreciation
methods in the system including straight-line, 150% declining balance, double declining balance,
and sum of year’s digits.

Straight-Line

Straight-line depreciation is calculated by taking the cost of an asset minus the scrap value
divided by the recovery period in years.

(Cost — Scrap Value)
----- (divided by)
Recovery Period in Years

Example: An asset costs $5,500 and has a scrap value of $500 and a useful life of 5 years. Using
the straight line depreciation formula:

($5,500 Cost - $500 Scrap Value)
----- (divided by)
5 Year Recovery Period

Straight-line depreciation in each of the five years of the asset’s life would be $1,000 per year.
Divide each year’s depreciation by twelve (months) to arrive at the monthly depreciation in that
year.

Depreciation Method | Year5 | Year4 | Year3 | Year2 | Yearl

Straight-Line $1,000.00] $1,000.00| $1,000.00| $1,000.00| $1,000.00
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150% Declining Balance

150% declining balance depreciation is calculated by first calculating as if using the straight-line
method. Dividing one year’s worth of depreciation by the cost of the asset minus the scrap value
equals the total percentage of the asset depreciated using the straight-line method in a given year.
Multiply this percentage times 150% to get the percentage to be used with 150% declining
balance method in the first year. Each subsequent year, that same percentage is multiplied by the
remaining balance to be depreciated. When the value calculated using the 150% percentage
becomes lower than the value using straight line, revert back to straight-line.

Example: In the straight-line example, the $5,500 asset with a $500 salvage value and a 5-year
recovery period had a $1,000 annual depreciation. This represents 20% of the assets useful value.

$1,000 Annual Straight-Line Depreciation/($5,500 Cost -$500 Scrap Value) = 20%

Multiplying 20% by the 150% required by the 150% declining balance method equals 30%. The
asset is depreciated by 30% or $1,500 in the first year.

($5,500 Cost - $500 Scrap Value) (30%) = $1,500

In the second year, the remaining asset value of $3,500 is multiplied by 30% for a total of $1,050.
This amount is greater than the straight-line amount of $3,500 divided by the remaining 4 years
of $875. As long as the 150% declining balance depreciation value is higher than the straight-
line depreciation value, the 150% declining balance value is used.

($5,500 Cost - $500 Scrap Value - $1,500 1¥ Year’s Depreciation) (30%) = $1,050

In the third year, the remaining asset value of $2,450 is multiplied by 30% for a total of $735.
This amount is less than the straight-line amount of $2,450 divided by the remaining 3 years of
$816.67. Because the 150% declining balance depreciation value is lower than the straight-line
depreciation value, the straight-line depreciation value of $816.67 is used in each of the
remaining 3 years of the assets life. (The final year is $816.66 due to rounding).

Depreciation Method | Year5 | Year4 | Year3 | Year2 | Yearl
150% Declining Balance |[$1,500.00/$1,050.00f $816.67| $816.67| $816.66
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Double Declining Balance

Double declining balance depreciation is calculated by first calculating as if using the straight-
line method. Dividing one year’s worth of depreciation by the cost of the asset minus the scrap
value equals the total percentage of the asset depreciated using the straight-line method in a given
year. Multiply this percentage times 200% to get the percentage to be used with double declining
balance in the first year. Each subsequent year, that same percentage is multiplied by the
remaining balance to be depreciated. When the value calculated using the 200% percentage
becomes lower than the value using straight line, revert back to straight-line.

Example: In the straight-line example, the $5,500 asset with a $500 salvage value and a 5-year
recovery period had a $1,000 annual depreciation. This represents 20% of the assets useful value.

$1,000 Annual Straight-Line Depreciation/($5,500 Cost -$500 Scrap Value) = 20%

Multiplying 20% by the 200% required by the double declining balance method equals 40%. The
asset is depreciated by 40% or $2000 in the first year.

($5,500 Cost - $500 Scrap Value) (40%) = $2,000

In the second year, the remaining asset value of $3,000 is multiplied by 40% for a total of $1,200.
This amount is greater than the straight-line amount of $3,500 divided by the remaining 4 years
of $875. As long as the double declining balance depreciation value is higher than the straight-
line depreciation value, the double declining balance value is used.

. ost - crap Value - $2, Year’s Depreciation 0) =31,
($5,500 C $500 S Val $2,000 1* ’ iation) (40%) = $1,200

In the third year, the remaining asset value of $1,800 is multiplied by 40% for a total of $720.
This amount is greater than the straight-line amount of $1,800 divided by the remaining 3 years
of $600. As long as the double declining balance depreciation value is higher than the straight-
line depreciation value, the double declining balance value is used.

($5,500 Cost - $500 Scrap Value - $2,000 1% Year’s Depreciation - $1,200 2™ Year’s
Depreciation) (40%) = $720

In the fourth year, the remaining asset value of $1,080 is multiplied by 40% for a total of $432.
This amount is less than the straight-line amount of $1,080 divided by the remaining 2 years of
$540. Because the double declining balance depreciation value is lower than the straight-line
depreciation value, the straight-line depreciation value of $540 is used in each of the remaining 2
years of the assets life.

Depreciation Method | Year5 | Year4 | Year3 | Year2 | Yearl
Double Declining Balance| $2,000.00| $1,200.00] $720.00] $540.00, $540.00
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Sum of Year’s Digits

Sum of year’s digits calculates depreciation by first counting the recovery period in years back to
one and adding the numbers together.

Example: For an asset with a five-year recovery period, the sum of year’s digits is 15.
5 Year Recover Period =5+4+3+2+1=15

The depreciation for a given year is calculated by dividing the year by the sum of year’s digits
and multiplying by the cost of the asset minus its scrap value.

Depreciation in year 5: 5/15 or 33.333% x ($5,500 Cost - $500 Scrap Value) = $1,666.67
Depreciation in year 4: 4/15 or 26.667% x ($5,500 Cost - $500 Scrap Value) = $1,333.33
Depreciation in year 3: 3/15 or 20% x ($5,500 Cost - $500 Scrap Value) = $1,000.00
Depreciation in year 2: 2/15 or 13.333% x ($5,500 Cost - $500 Scrap Value) = $666.67
Depreciation in year 1: 1/15 or 6.667% X ($5,500 Cost - $500 Scrap Value) = $333.33

Depreciation Method | Year5 | Year4 | Year3 | Year2 | Yearl
Sum of Year's Digits $1,666.67| $1,333.33/ $1,000.00] $666.67| $333.33
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Depreciation Method Summary

The following is a summary of each depreciation method for comparison:

Depreciation Method

Year 5

Year 4

Year 3

Year 2

Year 1

Straight-Line

$1,000.00

$1,000.00

$1,000.00

$1,000.00

$1,000.00

150% Declining Balance

$1,500.00

$1,050.00

$816.67

$816.67

$816.66

Double Declining Balance

$2,000.00

$1,200.00

$720.00

$540.00

$540.00

Sum of Year's Digits

$1,666.67

$1,333.33

$1,000.00

$666.67

$333.33
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