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2 ASSETSonTRACK LICENSE AGREEMENT
Copyright (c) 2010 Predator Software and Mechanical All Rights Reserved

You should carefully read the following terms and conditions before using this software.
Unless you have a different license agreement signed by Predator Software and Mechanical
your use of this software indicates your acceptance of this license agreement and warranty.
This license agreement covers any release of ASSETSonTRACK with a major release number
of 100, for example 100 - 00 etc.

If you do not agree with and accept this license agreement, you may not use
ASSETSonTRACK

DISCLAIMER OF WARRANTY

This software and the accompanying files are supplied on an "as is" basis. There are no
warranties as to performance or merchantability or any other warranties whether expressed
or implied.

The user assumes the entire risk of using the software, any liability of the seller will be
limited exclusively to product replacement or a refund of purchase price.

Predator Software shall not be held liable for any information entered by the user which may
lead to a legal claim for damages etc.

EVALUATION AND REGISTRATION

This is not free software. Subject to the terms below, you are hereby licensed to use this
software for evaluation purposes without charge for a period of 60 days. If you use this
software after the 60 day evaluation period a registration fee is due. When payment is
received you will be sent an Authentication Key by email which converts your evaluation copy
of ASSETSonTRACK to a registered version after you have entered it in the registration
options screen. Note that the distribution of ASSETSonTRACK registration codes is
prohibited.

DISTRIBUTION

One registered copy of ASSETSonTRACK may either be used by a single person who uses
the software personally on one or more computers, or installed on a single workstation used
non-simultaneously by multiple people, but not both.

You may access the registered version of ASSETSonTRACK through a network, provided that
you have obtained individual licenses for the software covering all workstations that will
access the software through the network. For instance, if 8 different workstations will access
ASSETSonTRACK on the network, each workstation must have its own ASSETSonTRACK
license, regardless of whether they use ASSETSonTRACK at different times or concurrently.

GOVERNING LAW

This agreement shall be governed by Australian law.
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3 TERMS USED THROUGHOUT THIS GUIDE

Throughout his guide there are many terms you may not be familiar with. They
include:

Form

Form tabs

Field

Drop down box
Check box

List box

Radio button

O O 0O O0OO0OO0Oo

ﬁ Azcet Management ==

‘ N fssets | 2% Repair Histary I &4 Mahtenance i Image I B Purchase Details |

Search - ; Optionz -

|EIEIDD1 - &/C Urit B45 |Z|

Add Mew fzzet ‘ Edit Azzet Detailz ‘

MHext Azzet | Agzet Reports ‘ Anailary Components ‘

Asset register form showing form tabs.

"%, Asset Repair Management

Repair No RO0001

Asset 00001 - AfC Unit B45 2
View New

Make Temperzone Recs

Field

Location Admin - Adminiztration Building

Repair Times

Category  Mec A/C - Mechanical Servicg® - Air Conditioning

D ate reported 29-Jul-09 I Logged by - Add New

- Repair
Requizition details |Rattling
Frink
Contractar called ]lN HOUSE El _] OHS lssue [
|zzue Order Mo
Fiepair Status |Waiting on Parts E| ticknowledge
[rate repaired Order Mo 1DEIEIEI1 Completed ] Select Carrect

Aoaemt

Asset repair form showing a data field, drop down box and check box.
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Search by Repair Mo, Asset or Contractor

Radio buttons

| oAl

(¥ fFiltered |Last2Mor1'H'1s

List Box

Repair search form showing list box and radio buttons.
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4. Before You Start.

4.0 System Requirements.

o

o

o

0]

0]

0]

Windows XP or later operating system.

100 Mb Hard Disk space.

Display adaptor capable of 1024 x 768 resolution or higher.
Microsoft Access® 2003 or later.

Recommended: Network Server / Work Station.

Windows compatible printer.

41  Setting up ASSETSonTRACK®

Before ASSETSONTRACK can be installed on any system you must firstly customise
Microsoft Access.

4.1.1 Setting up with Microsoft Access 2003

Version 1.0

Open Microsoft Access via the Start Menu. Start -> All Programs -> Microsoft
Office -> Microsoft Access.

From the Tool Menu select Tools -> Macro -> Security. Next, select Low and
click OK. A warning may be displayed. Click OK

(=) High. Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

) Mediumn, You can choose whether or not to run potentially unsafe
macros,

i@ Low {not recommended). You are not protected from potentially

unsafe macros, Use this setting only it you have virus scanning
software installed, or you have checked the safety of all documents
You open.

Microsoft Access 2003 Security Window.
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4.1.1 Setting up ASSETSonTRACK with Microsoft Access 2007

o0 Open Microsoft Access via the Start Menu. Start -> All Programs ->
Microsoft Office -> Microsoft Office Access 2007.

o0 From the Office button select Access Options -> Trust Centre -> Trust
Centre Settings.

Next, select Macro Settings and then Enable all Macros. A warning
message may be displayed.

el
Current Datsbme

Dutasheet Frodeming yaul privacy

'@ Help keep your documents safe and your computer seoure and hesiths,

ek Do s PRI S e BOLE OO DIy FOF M0 i ot an BOAE hoew Wcas et €108 SE0es NElDr Do [robe ot Our pevaty, IENSE fes 1N Ay Stabament

Frosfing Shygaw ik A C1g TR Ecrar; ceiacy St emant

Ackanced st Experbanoe Pepmsemeni Fiogm n

Tusiomize =
14

“Tel et

LU 8 A OB A R B N BB 18 B MITELSI Ok Drding
Hirasoft Wirkcr S ouriy Conlec
Wiirgsoft Trshwarhy Conp it

Microsod® Cifice Arcmas Trusd Comter

The Trust Cemier camiuiy Sscurity 30 prRacy setinegs. TNESE SEEHN S heio KRR YOLF COMBLEE! §ECLTE, WE TEComend thal o — ——
da ot hange hese setting: L [Lzrun coter zeting:_ | |

Trusl Comter

Tr 4
ushed PubiEn e » :

Trusked Lotationa
Formadras i douemesnds reat in o b sied icatian

Add4ns TF Dlsaiie sl maoees waithout notification
-
= b Db B maoos with notification
‘Map Sethngd jel Ry
F O} Ll g APy g Fan T ——
mizsiage B & g Erinle 58 macios peal eeconm endsd; potendislly daregtraus ode tn lul'\l-\-::
Provay Opbed ---""'u-.____—_._-r P

Microsoft Access 2007 Trust Centre.
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5.0

5.1

Installing.

Installing ASSETSonTRACK®

ASSETSONTRACK must be installed either from CD or downloadable executable file.
ASSETSONTRACK consists of 2 separate files — Data Server and User Interface.

ASSETSonTRACK® Data Server

The ASSETSONTRACK Data Server is the central location for the storage of data
associated with any component of the ASSETSONnTRACK asset management system.

Only one instance of the data server should be installed per site. Multiple data
servers may result in data being stored in different location, thus creating inconsistent
and incorrect information, and confusion.

511

51.2

Version 1.00

Installing.
Run the file ASSETSOnTRACK DataServer.exe

If a stand alone installation is to be utilized the default options and file
locations can be used. If the system is to be installed over a network, the Data
Server should be installed on a network server or the like. It should be installed
in a location that can be accessed through the network by each computer
that is required to use any component of the ASSETSONnTRACK system. It is
recommended a specific drive be mapped for the application.

Note: The Data Server can be relocated if a stand alone application is to be
upgraded to a network installation. Data already entered into the system will
then be available to all users.

Accessing.

The ASSETSONTRACK Data Server is never directly accessed by the user. When
opening any of the ASSETSOnTRACK components, the file path to the Data
Server is confirmed the data refreshed. If the data server cannot be located a
message will be displayed asking if you want to locate the Data Server.

I.-""_" 1 Cannot locate the ASSETSonTRACK Data Server.
\ J Please contact your Systemn Administrator if
you are unsure of the file location,

Do you wish to locate the Data Server now?

Help

ASSETSONTRACK Data Server error message.
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5.1.3

If this is the first time the program has been run on a PC, and you are
confident you can locate the Data Server, select YES and navigate to the
drive, folder and then select the ASSETSONTRACK Data Server.mdb Clicking
Open will store the file location and refresh the data.

If the program has been used regularly and this is a message that does not
usually appear, then rather than selecting YES, you should suspect the
network is down, or the Data Server location has changed. In this case select
NO and close the database. You should contact your network administrator
and confirm the network is available before continuing.

The Data Server must be available and connected for any of the
ASSETSONTRACK components to function.

Data Server M anager.

The Data Server Manager can be accessed at any time from the menu bar
under File -> Data Server Manager.

The current path to the Data Server will be displayed.

5.2 Installing ASSETSonTRACK® Database

The ASSETSONTRACK Asset Management database is the central location for
controlling asset additions, editing, asset repair management, maintenance as well
as reporting and viewing asset history.

5.2.1 Ingtalling.

Run the file ASSETSonTRACK.exe

The ASSETSONnTRACK database wil be installed in the default location of
C:\Predator Software\ASSETSONTRACK\ASSETSOnTRACK.mdb

Start menu items and desktop shortcuts will automatically be created.

5.2.2 Trial Bass.

Version 1.00

ASSETSONTRACK is not free software. It is provided free on a trial basis only. This
trial period lasts 90 day. If during the trial period you wish to purchase the
ASSETSONTRACK Asset Management system payment must be received and
registration code entered. Once the trial period expires ASSETSONTRACK
cannot be used. If not registered, the program should be removed.

5.2.21 Registering.

Registering is carried out by entering an authentication key into the
registration form. The Registration Form can be found on the Main
Menu bar under Help -> Register. Authentication keys can be obtained
from Predator Software and Mechanical.
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6.0

6.1

6.2

5.2.22 Obtaining Authentication Key.

To obtain you authentication key simply fill out the details in the
registration details form. This form can be opened from the registration
form. This form can be emailed, sent or faxed to Predator Software and
Mechanical. Once payment has been received you will be emailed
the authentication key. Enter this key into the authentication key field
and press register.

Opening and Using Database.
Opening and using.

The ASSETSONTRACK database can be started by double clicking the desktop icon,
or selecting the ASSETSONnTRACK database from the start menu under Predator
Software -> ASSETSONnTRACK

Opening for the first time.

On start up the file path to the Data Server is confimed the data refreshed. If the
Data Server cannot be located a message wil be displayed asking if you want to
locate the Data Server.

If this is the first time the program has been run on a PC, and you are confident you
can locate the Data Server, select YES and navigate to the drive, folder and then
select the ASSETSONnTRACK Data Server.mdb Clicking Open will store the file location
and refresh the data.

Continued Use.

If the program has been used regularly and this is a message that does not usually
appear, then rather than selecting YES, you should suspect the network is down, or
the Data Server location has changed. In this case select NO and close the
database. You should consult your network administrator and confirm the network is
available before continuing.

The data server must be available and connected for any of the ASSETSONnTRACK
components to function.

Version 1.00 S
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7. Backing up the Database.

7.0

7.1

7.2

Version 1.00

Overview.

One of the most important things to do involving any computer based system
is to maintain recent backup copies of important files. This task is made easy in
ASSETSONTRACK with the automated automatic backup system.

Backing Up.

A back up utility has been integrated into ASSETSONnTRACK and can be
accessed from the Administrators main menu under File -> Back Up Database.

Once the back up form is opened you can select the path to the
ASSETSONTRACK Data Server and the location the back up is to be saved. It is
recommenced that a different computer or server be selected to minimise
the chance of loss if any hardware failure occurs.

If the Back Up from this PC is selected in the Options menu a message will pop
up when ever the database is closed. This will allow you to back up the
database automatically.

Restoring Data.

If a system error has occurred and you need to restore a backed up file,
select the restore button. The form will expand showing the most recent
backup file and the date. To restore this file as the active data server select
restore. If a different file is required you can select it by pressing the Select
different file to restore button.

L. ASSETSonTRACK Backup Utility e

Please enter the path to the Data File Back Up Maw

|E: YPredator SoftwarehDataServerhdS5ET SonTRACK, Data Server.mdb

Lane:

Destination Directory

[C:\Back Up =
Restore <4<

Last Backup

|Tuesda~,r. 2 Movember 2010, 10:13 AM Fiestare Maow

Path to most recent badkup file

C:\Back Up \ASSETSonTRACK Data Server_02-11-2010-10-13AM.mdb Select different
file o restare
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8. Logging On.

8.0

Overview.
Once the database has loaded you may be required to Log On.

Log On requirements are determined by selecting the Log On check box in
the Options menu. Refer to sections 9.1.7 “Start Up Options” on page 8 and
section 19 “User Accounts” on page 37 of this users guide.

Choose your user name from the drop down list, enter your password then
press Enter or the OK button. If your user account is not in the list you should
contact your system administrator to determine if you have a valid account,
and if that account is active.

9. Database Options.

9.0

9.1

Version 1.00

Overview.

The following section describes in brief the different options available
throughout the database. If a network system is in place, each PC with the
ASSETSONTRACK Asset Management database can control their individual
options. These options are explained in more detail in the relevant section.

Options.
9.1.1 Repair Management.

Select this option if you want to track repairs carried out to assets. This
option is used in conjunction with the User Repair Requisition Interface.
Refer to section 12 “Repair Management” on page 18 of this users
guide.

9.1.2 Manage Repairsfrom this PC.

Select this option if you wish to be notified when new repair requisitions
are lodged remotely through the User Repair Requisition Interface
(ASSETSONnTRACK AddOn). A popup window wil advise when new
requisitions arrive. Note: ASSETSONTRACK must be running for
notifications to be active. This option is only available when the
database is using the Repair Management option detailed in section
9.1.1 above. Also refer to section 13.2 on page 23 of this users guide.

9.1.3 Purchase Details/ Depreciation.
Select this option if you wish to include purchase details. Depreciation

can also be tracked. A tab at the top of the Asset Register form will be
visible. Refer to section 11.5 on page 17 of this users guide.
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Version 1.00

914

9.15

9.16

9.1.7

9.18

9.1.9

Image of Asset.

Select this option if you wish to have the ability of including an image of
the asset. A tab at the top of the Asset Register form will be visible.
Refer to section 11.4 on page 16 of this users guide.

Programmed M aintenance.

Select this option if you want the ability to control asset maintenance.
A tab at the top of the Asset Register form will be visible. Refer to
section 18 on page 31 of this users guide.

Preview Reports before printing.

By default all reports are previewed before printing. If you want reports
to be sent directly to the default printer, de-select this option. Refer to
section 20 on page 39 of this users guide.

Use Log On Screen.

Allows the system to be password protected at the log on stage. This
also allows different user levels and different access levels to be
implemented. In a stand alone situation, you may with to bypass the
Log On Screen. Refer to section 8 “Logging On” on page 7 and section
19 “User Accounts” on page 37 of this users guide.

Back Up from this PC.

This option is recommended to be selected on one PC only. It should
be the PC that uses the system most. The back-up utility should be set
up initially by a network administrator. Refer to section 7 “Backing up
the Database” on page 6 of this users guide.

Refresh Data Links.

Once the system has been set up and you are confident the data
server is connecting correctly consistently, this option can be de-
selected to speed up initial loading.
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10. Main Menu.

10.0

10.1

10.2

10.3

104

10.5

10.6

10.7

Version 1.00

Overview.

The Main Menu is the control centre of the system. All information relating to
an asset can be accessed from this form.

Select Main Menus from the menu bar at the top of the screen under File ->
Main Menu.

Asset Register.

The Asset Register is the main interface used to enter and view asset
information. Full details are described in Section 11 “Asset Register” on page
11o0f this users guide.

Repair Management.

Repair requisitions are controlled via the Repair Management form. Full details
are described in Section 12 “Repair Management” on page 18 of this users
guide.

Outstanding Repairs.

Outstanding repairs can quickly be viewed via the Outstanding Repairs form.
By double clicking on a particular repair, the Repair Management form will
open and display full details. Full details are described in Section 13
“Managing Repairs” on page 22 of this users guide.

Contractors.

Pressing the Contractors button will open a popup window where you can
select contractor details or repair history. Full details are described in Section
14 on page 24 of this users guide.

Database Options.

Database options control the way ASSETSONnTRACK is configured. Full details
are described in Section 9 on page 7 of this users guide.

Asset Reports.

Asset and Contractor reports can be configured and printed from this form.
Full details are described in Section 15 on page 28 of this users guide.

Repair Reports.

Repair reports are configured and printed from the Repair Reports form. Full
details are described in Section 16 on page 29 of this users guide.
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10.8

10.9

10.10

Version 1.00

M aintenance Reports.

Maintenance reports are configured and printed from the Maintenance
reports form. Many different options and report formats are available. Full
details are described in Section 17 on page 29 of this users guide.

L og Off.

Use this button to log of from the system and return to the log on screen. This
option is only available if the “Use LogOn Screen” option has been selected.
Further details are described in Sections 8, 9 and 19 of this users guide.

User Accounts.

User Account details are fully described in section 19 on page 37 of this users
guide.

10
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11. Asset Register.

11.0 Overview.

111

The Asset Register is the nerve centre of the system. All information relating to
an asset can be accessed from this form.

Select Asset Register from the Main Menu or from the menu bar at the top of
the screen under Asset Management -> Asset Register

Assets Tab.

11.1.1 Searching and selecting Assets.

Assets can be selected from the dropdown box or by pressing the small
button beside the dropdown box. The search form can also be opened from
the main menu bar under Asset Management -> Find Asset. Once the search
window is opened, a search can be quickly carried out by entering any
known details of the asset. As details are entered into the search box, the
asset list is automatically narrowed. View the asset details by either selecting
the asset and pressing View Asset Details or simply double clicking on the
asset in the list.

11.1.2 Adding new Assets.

Version 1.00

1.

To add new assets press the Add New Asset button. A window will open
allowing you to enter all relevant details of the asset. Asset numbers can be
any combination of letters and/or numbers but must be unique. If a simply
numbering system is to be implemented, the next available number can
automatically be sourced by pressing the Next No button. A message box will
display the next available number and ask you to confirm this number is to be
used.

Once the asset number has been selected, enter a description of the asset in
the description field. Be sure the description adequately describes the asset.

Select a location from the drop down box. If a location is not listed, location
details can be viewed and added by clicking the button to the right of the
location field.

Select the asset category the asset will belong to. Remember, the asset
category sets the field name descriptor for the remaining fields in the asset
details. If you are unsure of which category to select, click the small button
beside the asset category field. A new window will open, allowing you to view
all current categories and the field names. If no category suits the asset, a
new category can be added by pressing the Add New Category button.

A more detailed description relating to adding and editing asset categories
can be found in section 21.2 “Reference Data on page 40 of this users guide.

11
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11.1.3

Version 1.00

Enter details of the asset. Remember to add as much information as possible.
This will ensure future accuracy and ease of use of the system in the future. For
example, enter as much detail off the name plate of a piece of equipment as
possible (make, model, serial, date of purchase etc), then if this name plate
get removed, worn or becomes ilegible for some other reason, ordering
replacement parts will be made easy as all required information will only be a
few clicks away.

You can also include a preferred contractor to call in case of breakdown.
These details will be available through the repair requisition interface, making
details quickly and easily accessible. If this contractor has a user account set
up, they can also log on and view details.

A more detailed description relating to contractor accounts can be found in
section 19 “User Accounts” on page 37 of this users guide.

Be sure the Asset “In Service” check box is ticked. De-selecting the Asset “In
Service” box will remove the asset from search lists throughout the database
and the asset will become inactive.

Assets not marked as “In Service” are still able to be accessed through the
main menu bar under Asset Management -> Decommissioned Assets

Include In User Lists. This option was added to allow administrators to control
how many assets appear in the repair requisition interface lists. Experience
showed that when a list of 1000’s of assets is presented basic users are hesitant
about using the system. It was also found that if an asset could not be found
quickly any asset that appeared close would be selected, thus creating
confusion and inaccuracies.

It is recommended that a list of assets be created that are simply and
encompassing. Eg: Add a building or area as an asset, and then include this in
the user list. Users can then simply select the building, enter the repair
requisition details and submit the request. Repair requestions can be edited
by system administrators and the correct asset can be selected a t later date
if required.

A more detailled descripton can be found in section 12 “Repair
Management” on page 18 of this users guide.

If the purchase details / depreciation option has been selected, form tabs

allowing you to enter purchase details and depreciation data will be visible.
Enter information as required.

Editing Asset details.

To edit assets details press the Edit Asset Detail button. Edit any information as
desired.

12
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11.1.4 Ancillary Components.

Ancillary components can be considered any spare part of an asset that
does not warrant the creation of its own asset entry.

To view ancillary components, select an asset, press Ancillary Components. A
new form will open displaying a list of parts associated with the selected asset.
This list can be printed by pressing the print button on the ancilary
components form.

To add a new component, click in the bottom field of the Part Name column.
Once selected a drop down box will appear to allow you to select a
components. If the components is not listed they must be first added to the
database. Refer to section 10.1.4.1 Adding Ancillary Components.

The ancillary components form displays a list of all components. To view which
assets use a particular component, select the component from the list and
press Assets using this Part. A new form will open with the relevant details. This
information can also be printed by clicking the Print button on the Ancillary
Part Usage form.

11.1.41 Adding Ancillary Components.

11.1.5

11.2

11.2.1
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To add a new component, use the Ancillary Parts forms. This is opened by
either double clicking in the Parts Name box on the Ancillary Components
form (as described above) or by selecting Asset Management -> Ancillary
Parts or Spare Parts -> Ancillary Parts from the main menu bar at the top of the
screen. Parts can then 