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N Overview

The For (Electrical)
Tagging Management
(FTM) database allows
businesses and
organisations to manage
data relating to:

Assets.

Asset Maintenance,
including Electrical
Testing and Tagging.
Asset Loans.
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For Tagging Management - Electrical Testing & Tagging

Purpose

The purpose of thiz database iz to allow vou to record

detailz of variouz assets such az electrcal items -
electrical tools, office equipment, kitchen appliances -
az well az itemsz such az furniture, vehizles, ete.

Against these various items can be recorded scheduled
and completed maintenance such az dectrical testing
and tagging, as well as loan managemznt details.

Getting Started

A menu iz presented on the left side ofthe
soreen, Click each menu ibemn in burn and
familiarize pourzelf with the vanous conponents

within the application.

It iz zuggested that you begin with the menu item
titled: D efaults.

Click on the Print Help button below toview and
print selected help details for this application.
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NAssets - List

The primary component
of the FTM database is
the Asset Management
component. On clicking
on the Assets link on the
Main Menu, the Assets
List Screen will be
displayed allowing you
to:

e sortthe asset list
using the buttons at
the top of the screen,
filter the assets with
the filter options at
the bottom of the
screen,
add/edit selected
asset details
and/or...
select an asset in the
centre of the screen
by double clicking
onaasset’s ltem
Title field.
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Wersion: 20110731

EE| Assets List

Asset Code I Item Title |

| Model

=10l

| Asset Type | Location I Status I =

b o -

||M0da|

| |C0mputing Equipmer;l |Warehuuse ;I |Available ;l

100z Kitchen Fridge

||Fridge Model

||Whiteg00d ;”Head Cffice ;I |Permanent|y Located ;l

1003 5 Computer

||Ser\~er rModel

||C0mputing Equipmer;”Head Cffice ;l |Permanent|y Located ;l

1004

||M0de|

| Corputing Equipmer - l Head Cffice -I Booked - |

1005

| |\-'an Model

| |'v'ehic|e ;l |Warehuuse ;l |Booked ;l

I ~ i | =l

1}

(NOTE: The double click field isidentified by the darker background colour)




NAssets - Detail

Once an asset is selected,

you are able to add and Assek Code | Tkem Title | I Model | fsset Type I Location
edit such details as: |Make | Mads! | [Zomputing Equipmer = | [warehause

. Kitchen Fridae i ||Friu:|u;|e Madel ||Whitegoou:| ;l |Head Office
e General Asset details Server Compuber | [5erver Madel | [Zomputing Equipmer = | [Head Office
—title. make. model Laptop 2 ||MDC|E| ||C0m|:uuting Equipmer;l |Head Office
serial number, asset  rT—
type, location, etc. 4
Asset Maintenance -
date due, date

Assek Mane: m Purchase Date: |M|:unda5-', 13 Jume 2011
Assek 1D [ Code; |IDIZIl Purchase Price: |$?I:IEI.DE|
Make: |Make

completed by, and
other notes.

Asset Loans - date
required, date due,
date returned, loaned
by, and other notes.

Serial Murmber: |1234 1122 Disposal Date: |
Dispasal Price: |$D.DD

Current Yalue: |$1,25EI.I:IEI

Assek Type: |Cnmputing Equiprnent

completed, type, Model: Fodel Asset Status: |wailable ~]
|
|
|

Usual Location: |Warehnuse

Fhoto # Notes I T agging/Maintenance Log | Loan |

Photos CTRL_Y - to paste image Descripkion | Mokes CTRL_Enker - new line

(NOTE: Double click
fields are identified by
grey background

colouring within the TIEED
fields. EG: the various : i /".’.’."" i
date fields, etc.) e Ty Assets Document Folder |

To DELETE an entry: dick on the grey record seleckar bo the left of the ; | | | |
entry wou need o delete, and press the Delete key on the keyboard, Lists Dew e sz

Record: I<|4|| 1 blbllb*l of 5
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NAssets — Maintenance

Asset Maintenance can be
added in advance of a
service or testing and
tagging — for scheduling
future maintenance. It can
then be updated once the
maintenance has been
completed.

The maintenance datais
added viathe Tagging /
Maintenance L og tab as
shown right.

(Note: Maintenance due
and maintenance history
can beviewed on a
separate Asset
Maintenance List screen.)

For (Electrical) Tagging Management

EE Asset Details

»

Asset Mame: |La|:utnp 1 | Purchase Date:
Asset ID | Code: |1|:|m | + | Purchase Price:

|M.:.nda~,.e, 13 June 2011

|$?nn.|:u:|

Make:! |Make

Model: |Mnde| Asset Skatus:

Serial Number: [z34 11 22 Disposal Date:

Current Yalue:

|
|
| N
Asset Type! |C|:umputing Equipment ;l Disposal Price:
B

Usual Lacation: [warehause

_ Photo / Motes  Tagging/Maintenance LDEIILn:lah |

|.ﬁ.'-.-'ai|a|:||e

|$n.|:u:|

|$1125c|.un

=1
|
|
|

Date Due Completed Maintenance Type Maintenance Dekail

Current Location

il |

4 255 ep-1 S |[T 2aging _~ ||Laptap Servicing

|[Head Office

|

[25-Jun-13 |[26-Jun-13 |[T 293ing _~ ||Laptop Servicing

||Heau:| Office

|

* I |[Mot Defined A |

|[Mat Defined

|

/|

To DELETE an entry: click on the grey record selector to the [eft of e
entry vou need to delete, and press the Delete key on the kevboard,

Record: H|4|| 1 Ir|H|He| of &




NAssets - Loans

Asset Loans can be added

in advance of a loan and »
then updated once the Asset Mame: |De|iver~;.-' Yan Purchase Date: |
loaned asset has been Asset 1D Code: |1I:IIIIS Purchase Price: |$I:|.|:||:|
returned. Make: |'-.-'an Make

) _ Madel: Van Madel Asset Skatus: |BDDkEl:|
The loan datais added via |

] . Disposal Date;
the L oan tab as shown i et | _ _ |
right. Asset Type: |'-.-'E|‘|i|:|e Disposal Price: |$IZI.IIIIZI

IJsual Location: |'-.-'-.-'arehu:-use Current Value: |$D'|:":I

_ F'thD.-"NDtESI T agging/Maintenance Log  Loan |

Current Dake Dake
Skaff [ Conkack Locakian Baorrawed Due Datke Returned Motes

[\ arehouse |[+ arehouse ;I|1E-.ﬁ.pr-'|3 |[15-8pr-14 || ||[Permanent Bocking
[ arehouse |[t+ arehouse ;I|1E-.ﬁ.pr-'|2 |[15-4pr-13  |[15-8pr-13  |[Permanent Booking

3l [FotDeires =] || || ||

To DELETE an entry; click on the grey record selector to the left of the
entry wou need ko delete, and press the Delete key on the keyboard,

Record: I4| 1 || 5k |H|H9| of §

Lisks | Mew |
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NAsset Maintenance - List

Once Asset Management has RIS
been added via the Asset Assek Mame I Make | Model | Date Due I Date Completed Ii

Detail screen, maintenance : (1005) fran Make | [#an Madel 14/08/2012| 17/08/2012]
due and/or maintenance [Make | odel 257062013 | 26/06{2013]
history can be viewed viathe ¢ ) Fridge Make | [Fridge Model 12/07j2013]| 12/07/2013)
Asset Maintenance List ke | [odel 25/09/2013)| |
screen. Kitchen Fri ) [Fridge make | [Fridge Madel 12/10§2013| | |

You are able to access this
component viathe main
menu link: Asset

M aintenance.

Thislist screen allows you to:

e sort the maintenance
listing using the buttons
at the top of the screen,
filter the maintenance
with the filter options at
the bottom of the screen
— €g: view maintenance
that has been completed
or isnot yet complete.

] 5
Double click on and view o
detail of agiven

ation: T
- Mot Completed
e Cempetes _':':'mP|Ed -ﬂcw -Hclp -Qbsc
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NAsset Loans - List

Once Asset L oans have been =10/ x|
adda:l Via the Asset Deta” fAsset Name | Maodel | Date Borrowed | Due Date | Date Returned |i
screen, loans due and loan el (1005) | [*an Madel 16/04/2012]| 15/04/z013][ 15/04/2013]
bookings can be viewed via ) | Model 15[06/2013) 24/07/2013] | 22j05]2013)]

. | Madel 9j04/z013|| 11/04jz014| |
the Asset Loans List screen. | [van Madel 16042013 | 15/04jz014] |

Y ou are able to access this
component viathe main
menu link: Asset L oans.

Thislist screen allows you to:

e sort theloan entries
listing using the buttons
at the top of the screen,
filter the loan entries with
the filter options at the
bottom of the screen —
eg: view loans history
(returned items) and/or
assets not yet returned.

Double click on and view
detail of a given loan : n: IECTEEI 7o 4
-

Mok Returned
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N Assets

- Reporting

There are quite a number
of list reports within FTM
for various purposes.

Asset Listings - with
minimal and extended
detall.

Various Maintenance
and Loan listings.
Asset listings,
grouped by Type
and/or Location for
stocktake purposes.
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Assets by Location and Type

Stocktake Listing

Search String:

FPezet Type: AN
Location: AN
Status: AN

Tible::

The Prmaty Lker
Shrest dddess, Suborb ot ate Postoode

Phore: PR Mumber, Fax: Fax Mumber e
Email: Yo email Aocount

s ]
rd Tagperg

Locaed f ik

Head Office

Computing Equipment

Laptop 2 Make

Mo

Book ed

Server Computer Serer Make

Server Model

FPermanertly

Located

Whitegood

Kitchen Fridge Fridige Make

Fricge Model

Permanently

Located

[Warehouse

Computing E<quipment

Laptop 1

123411 22

Svailable

Vehicle

Delivery Wan “an Make

Wan Madel

Book ed

Humber of Entries:




NSetting Up: Defaults

FTM alowsfor afair EE Defaults
degree of customisation.
Much of this should be D efaults I.ﬁ.pplicatinnl File F'athsl
addressed on initial setup.

User Mame:;
i i ¢ PhMNumb
Electrical Testing Phane 1 urnber

In the Defaults and Tagging 5 Phone2:  Ph Mumber
component, you are able The Primary User Street: Street Address Eaer Fax Mumber

to add/edit/set: Suburb: Suburb Mobilz: Mabile Mo

Lizzets State: Skate Post Code:  Postcode Email:

T - i il Account
e Your Organlsitlon S Azzet Maintenance Wz::;g;l p—

i Aazet L
Details (DefaUItS ta-b) s haare Report Logo Graphic: Your Web Sike
— name, address, Reminders

phones, business logo, Login
etc (Whl ch appear on Period between scheduled

maintenance events (mnths):

multiple reports).
Application Electrical Testing
Preferences and Tagging
(Application tab) —
screen sizes, formats,

registration COde, etc. A v Reports Produced By: Far Tagging Managerment

Defaults

[rata File b anagement

Introducin

d Select Colour: Backup Your Default Settings? [
Exit .
Detal Screen | Popup Screen Close
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NSetting Up: Drop-Down Lists

Y ou are able to categorise your
assets etc with arange of drop-down
(combo box) selections.

For instance, in looking at the Asset
Detail screen there are drop-down
boxes provided for such fields as:

Asset Type
Location

Status
Maintenance Type.

The entries in these various drop-down
lists would be entered via afacility
known as. ‘Admin Lists — (seethe
following page).
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ES| Asset Details

>

Asset Mame: |La|:utu:up 1 Purchase Date:

asset 1D | Code: |1DDl | + | Purchase Price:

|Mnnda\,-', 13 June 2011

|$F"IZID.I:II:I

Make: |Make |
Model: |M|:u:IeI | Asset Stabus:

Serial Mumber: |1234 11 22 Disposal Drake:

;I Disposal Price:
|

Assel Type: |C|:|m|:|uting Equipment

Current Yalue:

rl
f
Lisual Location: [warehouse |

_Phato / Hotes T agging/Maintenance Lag | Loan

|.ﬁ.vai|a|:||e

|$D.E|E|

|$1,250.|:u:|

Date Due Completed Maintenance Tvpe /"‘\Q‘Iaintenance Dekail

Current Lacation

Cia |

4 m ” ”TaEIEIinEI r;l ptop Servicing

||Heal:| Office

(s

[25-Jun-13 |[25-Jun-13 |[T2aging _~ ||Uzrtap Servicing

|[Head Office

s

Fa

*| I |[Nat Defined =

||N|:|t Defined

T

Jl

To DELETE an enkry; click on the grew record selectar to the left of the
entry vou need ta delete, and press the Delete key on the kevboard.

Record: I4| 4 || 1 » |p||He| of 5
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NSetting Up: Admin Lists

e To add/edit entries within the various drop-down lists, the Assets and Reminders components each have a popup Admin Lists screen.
e |tisbestif entriesfor these various lists are decided on, agreed to and entered into the database before using the system.

For instance, open the Asset Detail EE Admin Lists
screen and click on the Lists button

L Asset Typel | Asset status i hacet Ll:u:-atil:unl Eml:lll:nyeesl Maintenance Typel Mainter “‘I 4
4|" | at the bottom of the ——

; Stat Not =
screen. Tabs have been included to — | M:":;E oe L
alow you to add/edit entries for

. Booked
drop-down lists such as: | ,
\Currently Mot #arking

Damaged

Asset Type

Asset Status

Asset Location

Employee

Maintenance Type
Maintenance Completed By

1on Loan

Permanently Located

PPurchasing
|50ld
|Lln|:|er|;||:uing Mzintenance
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