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Getting Started

® Getting Started

Using the DataDot Asset Register helps you keep accurate records of all your valuable assets. All you
have to do is commit to enter correct details.

Contact details were requested when loading the program onto your computer. These details can be
found under File, Registration. Try to ensure these are updated and accurate at all times.

4\ Record Will Be Changed X

Fegistration Details

Cornpany MName: | |

Surname | |

Farename: | |

Fhone Land
Phaone Cell:
ehdail Address:

+ Accept X Cancel

Important:

Do not place these dots on your vehicle

Contact DataDot Technology SA for further information

The following information will be helpful when entering information:
The PIN number(s) used for marking your assets
Serial numbers and / or barcode numbers
An understanding of how you will categorise your asset(s)
A list of locations where the asset(s) is / are situated
The purchase date of the asset(s)
The purchase price of the asset(s)

Contact details of your insurance company and / or broker which will include the
contact person or persons, telephone number, fax number, e-mail, physical address
and postal address.

An idea of the current value of the asset(s)

The supplier's name or the company responsible for maintenance of the asset(s)
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On opening the software, a screen will appear as shown below:

e g Edt G indaw &P Help 2 Abaut
© & ]| [B sommrrie

- DataDot Asset Register, Yersion 1.03./)03

3Fle S Edt 25 Repét (5 Window W2 Help 2 Al
’o E xit ] ‘ l@ Support Files l ’@ Agzet Reqgister ] =s=: DataDot

Friday, February 19, 2010 11:z08M

There are two main parts to the software : Support Files and the Asset Register itself.

Support files should be set up initially as it helps you to categorise your assets, locations, associated
companies, etc more carefully and accurately. However, should you wish to start working on your Asset
Register immediately, the support files can be built within each record. An explanation of each support
file is listed below:

Asset Categories : This gives you the opportunity to group your assets. e.g. TV's, cameras,
videos could be grouped under “Electronic”, or bicycles, helmets, golf clubs could be grouped or
categorised under “Sport”.

Asset Status : It is important to keep track of the asset’s status by using categories such as “In
Storage”, “Sold”, “In use”, “Stolen”, etc.

Fitters : Used more for small or large organisations where different employees share the task of
applying DataDots.

Locations : This identifies where the asset is kept. e.g. Main location would be a town e.g.
Johannesburg. Sub-Location 1 would be a street address. Sub-Location 2 would be the a
building e.g. garage, Admin Building. Sub-Location 3 would be a specific room e.g. boardroom,
lounge.

Associated Companies : This is where you would enter details of your Broker, Insurance
Company and / or Maintenance Company.

Clicking on the Asset Register will give you access to all the assets you have entered onto the system.
Make sure each asset has been marked with the unique PIN dot that you have purchased and that you
have entered the date that you applied the dot to your goods.
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Setting Up Support Files

Support files allow the user to choose predetermined options when drop down menus within each record
are used.

1. Click on Support files

2. The following window will open

> DataDot Asset Register, Version 1.04.001
SRl gy Edt 4 Report (5 window D Help 2} About

[© H[@ SusportFles | [ Asset Reistr |
Support Master E]@@
= =
=)

Click on the Support File you wish to build

Select a Sidebar Menu option to access

the relevant support information

mpary

fcenan

Inserting Asset Categories

a.

Click Insert, type in an asset category of your choice e.g. paintings would be included under
Artwork, televisions would be included under Electronic, etc

b. Press enter to save

Inserting Asset Status

a. Click insert, type in an asset status of your choice e.g. if you are currently using the asset,

type in “In use”, or if the asset is stored, type “In Storage”, etc
b. Press enter to save

Inserting Fitters

This assists in control over who is applying the dots to the assets and would be used extensively in
companies where different employees share the task.
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Setting Up Support Files

C.

 DataDot Asset Register, Version 1.02.004

Fils Edt Report Window About

‘ T SupportFiles | < Agset Register

/A Record Will Be Added

/" Record Will Be Added

Sumarme: [ ]

Foename:| |
Initisl: [

1D Number,

Status

@Active  Olnctive

~ Accept X Cancel

sl Insert
= I "4l Change
WEEE R 24 Delete

Window Contral

0] >

%

Click on Insert

Fill in the surname, forename, initials and ID number of fitter. Click whether or not the fitter is
active or inactive. In some instances employees have left the company and their status
would then become inactive.

Click Accept

4. Inserting Locations

a.

b.

Click insert, type in location of your choice e.g. Main location could be your physical address,
sub-location could be lounge, bedroom, boardroom, etc

Press enter to save

5. Inserting Associated Companies

a.

b.

C.

Once you have completed all details Click on Window

Click on either Brokerage, Insurance or Supplier / Maintenance options. Click Insert. Fill in
contact details and addresses

TaiaDat huses Reglsier, Yursien 1.02.004
M 8 bt Wrw Abot

Brer |8 s |[5 snetivenn ]

/" Record Will Be Added

Contacts [Notes

Name

Phone Mumber Fax Number

J#\ Adding a bContact Record

Erokartlama: ||

P Humbar Contact Name: ||

ehdail Address ‘

Faxthinir

el Numbar
aMalAddGss
Wb Addbaas

Postal Addiass

V¥ Accept X Cancel

Pryaical scdchass

o decept 0 Concal

Click on the Contacts tab for Brokerages and Insurance companies and click insert to enter
specific contacts within the Brokerage or the Insurance Company.

Click Accept

Control, Close Window, or close the

Support Master by clicking on the cross at the top right hand of the screen.
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Asset Register

1. Adding an Asset record

a. Click on Asset Register. The following screen appears:

Browse the Asset Register

_‘AssetDescmpmn <+Location> Status -:‘ she @
= i
sl Insert
"l Change

AR [L3] LN R S # v X Delste

Locate Recard | ¥ Closse

b. Click Insert

C. Complete details. The drop down menus relate to the support files that you have already
created and will therefore give a list of alternatives.

4\ Adding a Asset Record @ /\ Adding a Asset Record gl

Deetailfl |Datail/2 |Ganeral Notes [Maintanance i/Pml DEIEMVZ General Notes | Maintenance |Picture
Description: | ] Broker Name: >
AssetStatus: | - ;5 Maintenance Period Insurance Company: D
AsteLCAIETG: | O Annual O Quarterly SupplierMaintenance Company: =]
+ d OMonthly O 'Weekly
Serial Numher. | | O Daily ® MNone arranty Expity O
Bercode Mumber, | urchase Date,
PIN Mumber, | Purchase Price: 0.00
Canfirm PIN | Current Value, 0.00
Date Applied: | 000000 | (] Fitter Name |
Wain Location: | ¥|[ Do NOT PLACE THESE
Sub Location 1: | |¥|| DOTS ON YOUR VEHICLE
Sistossions I ;I Corect BtaDa Technelogy Use drop-down menus created
Ul ocation 3 o jor irther infarmation.
: | using the Support Files, OR
&F Print ¥ Accept X Cancel & Print
Type in the new option directly
Ensure that you enter and confirm that you wish to
the PIN number twice to add a new record
ensure its validity.
d. If the following fields are not completed the program will issue you a warning and you will be

asked whether to continue or not

Serial number
Barcode

Asset Description
Location
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Asset Register
2. Monitoring Maintenance
a. Certain assets require a maintenance schedule. Click on Maintenance period required
b. Click on Generate Maintenance Dates
C. Choose the date you want the maintenance to start on and when you want the maintenance
to end.
d. Click process
4 hdding a Asset Record [g]
Detailil |Detaily2 |General Notes [/Mamlenan:e /Pml
Description: | |
Agset Status | "i Maintenance Period FOI‘ example
S v O Annual O Quarterk .
[ e In 3 year period you
Serial Number: Dail MNone
Bercode Number: | J| ’ would choose 3 years
— StantDate: | 03/02/2010
PIN Number. | | p L) from now.
Confirm PIN. | | Sz Dkt (J
Date Appliad |E,7n_n/uuuf| Tl aintenance Company: | Kloppers |
Main Location: | v |
Sub Location 1: | .,: Dg$sN OOL\F:BTJ%E\;HHEEEE l‘/ Process || )X Cancel ]
Sub Location 2: | ~| Contact DataDot Technology
Sub Location 3: | v| for further information
&F Print + Accept X Cancel
Click on Maintenance
period required
e. Click on the Maintenance Tab. The due dates for maintenance on that particular asset have
been generated automatically.
f. For further maintenance tracking click on Change
g. Enter relevant dates, contact details and any notes associated with the maintenance
Click Accept
i Changing a Asset Record g -
[Detaili! [Detaif2 [Genersl Noter” Maintenance [Picture S e ERy X
ue De Company Date Out Date In 2 Cue Date: | i
D,’DS Kloppers aintenance Company: |K|Dppers |B
D010 | Kioppars Date Out [ogjonyoon0 | ()
03/06/2010 | Kloppers Date In: | no/ongooon | (]
03/07/2010 | Kloppers D
03/08/2010 | Kloppers =2l Insert Contact Narne: | |
03/08/2010 | Kloppers
03402010 | Kloppers "l Change > Cantact Number: | |
X1 0 KN 3 e Xl DSEE Maintenance Notes
Maintenance MNotes
~  Accept ¥ Cancel
&4 Print « Accept X Cancel

Click insert to add further records.
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3. Adding a Picture

a. Click on the Picture Tab

b. Click Assign — browse for a picture of the asset

4.  Printing the Record

a. Click on Print (bottom left of screen)

b. All details are printed with a picture of the asset

5. Sorting and Finding Records

a. Click on the Column Header that you wish to sort — a “+” indicates ascending order, a “—*
indicates descending order

b. Type in the name of the asset you wish to find

Type first few letters

Click on Column Header

** Browse the Asset Register

‘ Asset Description

1 Seaqull Portait
1 Seaview Landscape
1 Seaview Portrait
Airconditioner
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Chair
Boardroom Table - 4 parts
Conti Heater

Desk

Desk

Flipchart

Gas Bottle

Ladder

Samsung Black phane
Airconditioner

WEOEEEE

<+Location>

Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
Boardroom
General manager

Status

BO
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6. Deleting Individual Records
a. Open the Asset Register window
b. Highlight the record to be deleted

c. Click on the Delete button

d. Confirm the deletion

7. Deleting Bulk Records

a. Open the Asset Register window

b. Using the Control or Shift keys click on the records to be deleted

c. Click on “Bulk Delete”

d. Confirm the deletion

8. Stolen Goods

Should an asset be stolen:

a. Click on Asset Register, locate and click on the stolen asset in the list, click change
b. Enter “Stolen” into the Asset Status

C. A “Stolen Notes” tab appears

d. Details such as case number, police station, contact persons can be entered

Enter details of
the case

l
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1. Master Files
a. Click on Report

b. Click on Master Files
C. Select the listing you require
d. Print

2. Asset Reports
Select the order in

which the assets +——»

Asset Listing must be listed.
a. Click Report
Use further filters,
b. Click on Asset Reports otherwise leave L »
c.  Click on Asset Listing blank to include all
d. Select the order
e. Select filters or leave blank to include all

Asset Maintenance

a. Click on Report

b. Click on Asset Reports

C. Click on Asset Maintenance

d. Click on the Report Type required
e. Enter Start and End Dates

f. Click on Process

Assets not Dotted

This generates a report on all assets you have entered into the Asset Register that do not contain
PIN number information

a. Click on Asset Reports

b. Click on Assets not Dotted
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® Downloads

We recommend that you keep DataDot Technology andy  our Broker up to date
with asset markings.

There are various ways to send your Broker and / or DataDot Technology details relating to asset

marking.
a. Click File, Download
b. Choose either
i. Complete Asset Register which includes:
All Contact Details supplied by you at installation of software — see File, Registration
PIN number
Asset Name or Description
Serial Number
Date Applied
or
il. Contact and PIN Details only which includes:
All contact details supplied by you at installation of software — see File, Configuration
PIN number(s) used.
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C. Choose Information Output and Destination combinations for e-mailing

If eMail Direct and Datadot are selected

- a pdf file is mailed directly to DataDot : asset@datadot.co.za

If eMail Direct and Broker are selected

- Choose the name of your Broker from the drop-down list and / or type
in the Broker Name and e-mail address

If eMail Direct and DataDot and Broker are selected

- Choose the name of your Broker from the drop-down list and / or type
in the Broker Name and e-mail address

Your computer may display a message warning similar to the one shown below: Ignore the
message and click on Yes when it becomes available

d. For faxing and filing options click on Print Report
e. For filing, faxing or e-mailing manually click on Generate PDF.
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Importing and Exporting Information

1. Importing Information

Specific existing information can be imported from Microsoft Excel.

Please note :
a. Column Headers are required i.e. row 1 of the spreadsheet is Header information
b. The column sequence must be correct
C. Always perform a test import of one or two items
Column A Asset Description Please note recommended ©
Column B Serial Number forlmat of PL_"Chanet Datel O
Column C Asset Location column in Microsoft Exce
Column D Purchase Date > ©
Column E Purchase Price
Column F Broker Name
Column G Current Value
ColumnH Asset Category
Column | Asset Status

d. Click on File

e. Click on Import Assets
f. Select the excel spreadsheet you wish to import from a specified location
g. Click Process

2.  Exporting Information

a. Click on File

b. Click on Export Assets

The following fields will be exported to an excel file:

Asset Description

Serial Number

PIN Number

Applied Date

Fitter Name

Insurance (Current) Value
Category

Status
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