Asset Manager

ver. 1.2

How to use Asset Manager
Asset Manager is a program to manage your department Assets, this program will
allow to keep a record of your assets in Rooms etc., you can enter the data from the
program or export the data to a csv file then do your changes and the data can be
reloaded back into the program and update the database.
When you run the program, it will know which department you are in and will only
show the assets for your department

To add Assets:
For a single asset click the “Add Asset” button,

Type in the asset number and click “Save”
If the asset number is already in use a message will appear informing you of this.
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This screen will now appear

if the information you require is not in the drop down box then click the “Edit”
Button next the drop down box, and add some information into the drop down box
Enter in the asset details and click “Save” your asset will now be added to the
database
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To add multi Asset you can still use the “Add Asset” button as above or use a CSV
file to create them.
Create a CSV Spread sheet with the following columns and add your information to it
and then the data can be imported into the database

Column A:
Column B:
Column C:
Column D:
Column E:

Column F:
Column G:
Column H:
Column I:
Column J:
Column K:
Column L:

Asset name.
If you want to delete an Asset then put a 1 here if it is a new Asset then
put a 0 in this column.
Always put a 1 here.
The Room Name or where the asset is.
The Type of Asset, e.g. if you have lots of tables with draws or trays
then you will call this a Table, then when you search for any Tables a
list of all the tables you have will show, even if they have tray or draws
or slots that sort of thing.
The Date you purchased the asset, if you don’t know the date then
leave it blank.
The Asset number of the asset which is a sticker on the asset with a 6
digit number on it.
If the Asset is off site type in Yes if the asset is on Site then type in No
Your department Name here, if you put any other department then you
will not see the assets once you import the data.
if the asset is a New one then leave this blank, otherwise the Database
record ID will be here on an asset which is already in the database.
This is the cost of this Asset.
This is for the serial number of the Asset if you have one.

Once you have entered your asset, send the csv to your IT team who will import the
data for you, it will take seconds to do.
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To do some changes find your asset in the program then either click the “Edit Asset”
button or double click the Asset, this screen will appear.

Change the data by typing in the changes or by using the drop down boxes, if the
information you require is not in the drop down box then click the “Edit”
Button
next the drop down box, and add some information into the drop down box
Once finished click the “Save” button to save you asset.
To Export your data to do changes click the
button, then choose Export,
then Export to Excel
A CSV file will created from here you can edit your asset data, delete old one or
create new ones.

Any questions or comments then please let me know.
Thank You
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