Scanner Quick Reference Guide


To access the Strategic Asset Tracking System program on the mobile computer the user must tap the screen once with the stylus then tap Start and select Asset Tracking from the menu.  This will take you to the main application screen.
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To login to the Strategic Asset Tracking System, click the Login button
Login

On the Login screen, enter a network User ID, Location (County code[37TL],Building [4050]) and Organization Code. 

Do not use spaces when entering the location code. This includes when you enter a room number for a property item.
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Log in Location examples: 

37TL4050
37TLCOLEMAN

37TLCOLLINS
37TLGRAY

37TLPEPPER

Updating property item location examples:

37TL4050215I
37TL4050235.3Z

37TL”F”BLDG

37TLPEPPER300

37TLPAINTSHOP

Once the login is complete the user should select “Scan Assets” from the main menu. To scan the asset, the user simply scans the barcode on the asset with the mobile computer.  If the scan registers and the asset is in the database, the mobile computer will beep and take the user to the Process Asset screen.  
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This screen indicates the current organization and location the user is logged on to, the previous organization and location that the asset was found in, and gives the user a chance to enter the proper organization and location.  

The “Update With” section at the bottom of the screen indicates how the system will update the asset record.  If either the organization or location information is incorrect, click the new box [image: image2.png]



 for the appropriate field and enter the correct information.
Verify if the asset has the correct organization and location. If the information is correct then click the update button.

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

· Item # – item number from FLAIR/SAMAS

· Description – description of the asset from FLAIR/SAMAS

· Organization – organization that the asset was just found in which might be different from the organization in FLAIR/SAMAS
· Location – location that the asset was just found in which might be different from the location in FLAIR/SAMAS
· Serial # - serial number most recently entered in the mobile computer for this asset which will almost always be the serial number from FLAIR/SAMAS
· Date and Time Stamp – date and time the asset was located

· Requires New Label – indicates whether the asset needs its label replaced
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On this screen only the serial number and the requires new label indicator may be updated.  If there is no serial number or a different serial number on the asset, the user should enter the correct one here.  If the asset tag is damaged or missing requiring manual entry of the item number, the Requires New Label check box should be marked.

Clicking the Cancel button does not save the asset as found and takes the user back to the main menu.  Clicking the Save button saves the asset as found, updates any changed information and takes the user back to the main menu.
