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ENTERING NEW EQUIPMENT

1. Click “Asset Management” from list at on left hand side of screen
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3. Fillin the following fields. All boldface fields are required:
****NOTE — If you close out of the New Asset window before saving, any information you have entered
will be lost****

 MoblleAsset - City of Dalles

Assen
Asset Tog:
|MMRAS 13 0EM 2323

General | Asset Linking | D Pictwe Contracts | Transaction Hatory | Custom Fisids

Site: 1500 Manila - Aszet Type: |-

Location: [Staton 23078 > Asset Type Descripbon

Department DFR ~ Manutactrer
Code:

D 2902 Modet
Condition: Excetors Vierwdor Numbes

Hypebrk:

a. GENERAL TAB
I. Asset Tag — should start with grant name and two-digit year, followed by
the department and a unique combination. Example — MMRS 06 OEM
0020
ii. Asset Type — either type in appropriate AEL code or select from drop
down list (AEL codes must match the Texas DPA website)

Asiet
Asset Tag: Asset Dascuplion:
MRS 13 0EM 2323 Ahusa Sciertifc Chem Bio Explosive Detector

1500 Maits v 4 Asset Type:
| Stahion 230FR w -+« Aszet Type Descrptio
|OFR v = Manutaceser

FD 2502 e Modet

Exosiert v 4 Vendor Number

- -

-

Pirt TagOn Save - Copiess 0 $

Wasp Mobile Asset Step-by-Step Guide 2
July 3,13



Iii. Asset Description — Replace the inserted AEL description with a more
specific yet brief description

> iMobilwAssel - City of Dallas

Asset
Asset Tag: Asset Description:
MRS 13 0EM 2323 ] “Ahuna Sciertibc Chem Bio Esplosive Detector

“Garral | Aspat Linking | Degrecigton | Fichse | Aschments | Marpenarce | Corhiactz | Tiantacton Hisioy | Custom Fieids
Site: 11500 Manits v = Aszet Type:
[Staton 230FR - -
jorn &~
D 2502 -
| Enoelient v -
- -

-

Pirt TagOn Save - Copies: 0 S

iv. Site —Physical address of building. Example — 5000 Dolphin Road
****NOTE- If a new site is entered please fill in the BOLDED fields****

> MaoblleAsset - City of Dallas

9] | General infomahion | Custom Texts | Custom Numbers snd Dates
Site: 1500 Manda
Descrption Ciy Hall

Notes
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v. Location — Physical location of equipment at that site. Example — Bldg. E

Rm. L2AN
****NOTE — If a new location is entered please fill in the BOLDED fields****

Y MobileAssat - City of Dallas

Gerreal IMomahon | Custom Tests | Custom Numbers and Dates

Site: 1500 Mariia

L2aN

oEM

[ Oox l

Pont Tag OnSave - Copsss. U

vi. Department — Department that owns the equipment. May not necessarily
be the department that purchased the equipment.
vii. Serial No. — Can be either a department, or City tag# if applicable
viii. Condition - Choose a current condition from drop down list
b. DEPRECIATION TAB

= MobileAssst - City of Datias

Asset
Aszel Tag Assel Descrption:
MMAS 13 0EM 2323 Abusa Scrriive Chem Bio Exploarve Detecton

General | Asset Lnking D! Picture M. Cortracts | Transaction Matory | Custom Fields

Depreciste Aszet: = Assets of tha asset ype careol be degreciated.
Purchase Osder a5 Deprocation Begn Date

Purchase Date: 8/ 372013 Last Deprecastion Dale

Unit Cost Total Depescishon

Salvage Vabax Cunvert Deprecistion

Book Vaue

Prrt TagOnSave - Copier 0 5

i. PO — City of Dallas purchase order number
ii. Purchase Date — date of PO
iii. Unit Cost — per unit price of equipment
****NOTE — This can be an estimate but does not include shipping or tax charges.****
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c. CUSTOM FIELDS TAB

Assee
Astet Tag: Assot Dezcription’
MMRAS 13 0EM 2323 Abura Scentlic Chem Bo Explosve Detecton

General | Asset Linking | D 2 Pictuse Cormracts | Traraaction Histony - Custom Faelds

Shirgs Mumbess

Make: Adra Scietibe, Inc X Grant: hoo

Model B: Specvameter Custom Numbes 2

Vendor Name. Atnwa Scictiic Custom Number 3

Invoice 8: 7863 Custom Numbes &

Grant 7 Yoar MMRS 13 Custom Numbe: 5

Project: MMRS Datez

Contact: Potes Pere2/214 3451 (Condeng Doty 37

Badge # Custom Date 2

AR IRARGIR AR

VAPE Custom Date 3
Custom Date 4:

Custom Date 5

Priet Tag On Save - Copies. |

i. Make — Manufacturer Info
ii. Model #— Model #
iii. Vendor Name — Legal name of vendor
iv. Invoice # — Vendor Invoice #
v. Grant/ Year — Grant name and year item was purchased under
vi. Project — Simple description of the project the item is for. Examples —
USAR, Fusion Center, MMRS, EOC Enhancement, SWAT
vii. Contact — Name and phone number of person that can be contacted in the
event an item is selected for audit
viii. % Grant — Amount of project was paid by grant funds

4. Click “Save” — this will pop up a blank “New Asset” screen so you can enter more items

 MohilwAsasi - City of Dillas

Avven
Assat Tag Aszat Dazcriphion:
MMRS 13 DEM 2323 Ahuna Severtli: Chem B Esplowve Detecton

Pichuw M, ce | Cantacts | Trananchion Misary | Clsom Felds
Nurnbess
Ahura 5ol Inc X Grant: hoo

Spockonele Caustom Numtie 2
Ahts 5 cisniitc Custom Number 3
Invoice & reEs Cuntom Humber &

Custom Numbie 5

Grant / Yoo MMAS 13

MMRAS [

Futer Paroz/214 3451 Fonisn Oe ¥
Cusion Daes 2

Costom Dare 3

SRR TR AN R

Custom Dare 4

Cuztom Dese &

Five Tag On Save - Copes [0 ‘ [ Seve ] , Clare.
<AL

Poece
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PRINTING LABELS

1. Select “Labels” from the left hand list

“*~ MobileAsset - City of Dallas
Fie  telp  Alerts

= ;’; Labets
(i Asset Management
@ Astet Tags
.: I
List Forms S Locaton Labet:

[";: Emplopes Badges
# Launch Labsler
{‘ Browese to Label Fis

Administrahon

¥ 5 s
I = I List Forms =52 Location Labels
(6] Ercloree Bades
: Adrmanistraton
# Lanrch Labeker
ﬁ Labeis P"y Browse to Label File
-
Reports

@ Mobility
g o
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3. Under “File”, select “Print...”, OR hit Ctrl-P, OR select the printer icon in the toolbar —
this will pop up the Print screen

[C:Wrogram Files\Wasp Technologics\WabileAsset\labels\Asset Tegs. lab]
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5. Select desired items from asset list, up to 100, by selecting the box to the left of the asset.
***NOTE — If you skip this step, the software will print aII 3000+ labels in the database***

I, O0BC [D0BC DN -MobileAsset (U0 - AsselUser Pad -Seriald1 APP - Wasp Labelur Database - Wasp | rackAsset ;:: dbo, W ababerAsset_Asset Tag)

Fle Edt Records Hep

s 2| v | [FEETETAEGRE] ¥

Flertio Flter SosMo Sont

[
+
|

Tacont_tog Tomid_rawe [ 0o 1 =
UAS] 06 OEM RAND ¢ “E5 m
[ |uasiosrusoses [iaaes | “eonio |Sore
[ |asicerus oo w73 | eo0i0 Sore
T e ¥
[ |essrsons v
s -

LASH 05 FUS 0009

UASIDEFUS 0018 |101864 | 40030 [Sore
UASIDSFUS D005 [101862 | ~40030 Sore
= = |
UASI0SFUS 0007 101788 | 40030 [Sore
b i

uASi o5 FUS OO |

UAS1 06 FUS 0011 (o
uAsusms o3 — [Sow
Il‘AS! ls FUS 0015 4 Saw
I.IASI nsms'(fn? smj;iv 'S&:@ ’Dd

6. Under the ‘File’ menu, select “Print,” then “Selected records” OR click the printer icon in
the toolbar. Ctrl-P will not work from this screen.
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7. Verify that printer information and selected items is correct, and hit “Print”
CODL ({00 D3N N 1 Them ' L 0 bowrt 4 1) .. s SO 4 - 1 APP - Wamp Lot v ! VEBL A TADIASE —wwmn i 1 2 b 'm

i o o s o

{ i) i

EREREEEE]

Nctong 153 — T

[

8. Labels should be placed on the item, in a place where they are not likely to be torn/worn
off.

Dallas Emergency Management

Purchased with funds provided 2y S Depant of Homeland Securty

W

Garmin Nuvi 660
Serial #; 12P328082
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EDITING AN ITEM

1. Select “Asset Management” from the left hand list.
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3. Double click the item you would like to edit. This will pop open the Edit Asset screen.
You can filter this view by clicking on the filter button at the top left. Make the desired
edits.

T

Hiatory | Custom P

1551 Bayler St STE 500 Aazat Type: 03000 -
NS Asset Type Descrgtion:  CBANE Suppos Egupment
DFR Merwfocsrer
aa Model
Vendor Mumter
Creckout Length:

FEEEEEEEEEEEEEREREREEEREE

PY BTG O o |B

Filter Toggie it =3 Update | Checkin Views | View Linking

| nkong . | Depatrers Code | Crecked C ~

810 P25340 96CP 01 PORT
810 P25341 06.CP 01.PORT
810 P25342 - UECP.O1PORT
610 P25343 06.CP 01 PORT
B10P2S384 06 CP 01.POAT
810 P253a5 06.CP.01 PORAT
B10 P25346 06.CF 01.PORT
B10 P2S34T 26.CP 01.POAT
B10 P253e8 26.CP.01.PORAT
B10 P25345 06 CP.01.POAT
810 PR30 96.CP 01.POAT
612 P25351 06.CP 01.P0AT
B1OP2SIS2 ©6.CP.01.PORT
810 P25353 06CP 01 PORT
B10P25354 06.CP.01.PORT
B10 P25IS5 06 CP.01.PORT
B10PISISE 06.CP 01 PORT
810 P25357 06 CP 01.PORAT
B10 P25358 - 96CP.01POAT
810 F25359 96.CP 01.PORT
810 P25360 S6CP 01 POART
Not Lrked  B10 P25361 26.CF.01.PORT
B10 P25362 06.CP 01.PORT
Not Linkes  B10 P25353 26CP 01 POAT

[ OiEss b ow . T i—

BR28BRARRARAARRARGE

288

LT T T T T L I T T IR LB R S TR I

FEEFFTFEFFFFFFrFFTFFrrF T

i
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4. If you have changed the Serial #, Manufacturer, or Model you must print a new label for
the item.

5. Click “OK.”

| | Geneal | anaet Linking |

Ste: 1557 Baylor St STE 500

location: s

Department DFR - Mernfocsrec
et | Code:
Senicd No- na Model

Condtion.  Excellere
Hypadinic

Addscosl o
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DISCARDING AN ITEM

1. Select “Asset Management” from the left hand list.

3. MobileAsset - City of Dallas

File Melp Alere
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3. Double click the item you would like to discard. This will pop open the Edit Asset
screen.

T

d
Edit Dumpose Duphcste Mass Update | Oneckin Check Out Move Maintenance

@0 =

Growp Hidden = Views | View Liking

D
.| 810 PZ5340 06.CP 01 POST T Crssrerrare =3
M| Mot Lrkec  B12 P25341 Polce Hancheid  C6CPO1POAT  Aado Poastle T 14005 Lana  Cuasesnasmer =3
"| Not Lnked  B10 P25342 Polce Mancheld . 06CP.01LPORT  Rado. Portsble T 1400 5. Loy Quaneenaser (=3
bl Not Lrked 10 P25343 Polce Hendheld _ G6CPO1PORT  Aado.Portatie T 1405 Lame  Guamesmaser os
.| Mot Lrkes  B10 P25344 Pokce Hancheld . 06CPO1POAT  Aado Podable T 1400S Lamar  Cuasesmaser =3
| Not Lrkec  B10 P25345 Polce Mancheld . 06CP.01POAT  Asdo Ponstie T 14005 Lamer  Cuseesnaser cs
- Not Lrked  B10 PZ5345 Polce Hencheld _ 06CPO1LFORT  Flado. Foristle T 14005 Lamer  Guasesnaster os
| Not Lrkes  B18 P24347 Polce Hanchedd . 26CPO1POAT FRado Peaatie T 14005 Lamar  Guaseeraser =3
sl Mot Lrkec  B10 P25328 Polce Mancheld . G6CPO1POAT  Flado Poastle T 14005 Lany  Custemmaser OIS
L Mot Lrked B1D PZS343 Pobce Handheld . 06CPUVPOAT Redo.Poristle T 14005 Lams  Quameenaster =3
| Not Urkes 610 25350 Polce Handhedd . S6CPO1POAT FAade Podstie T 14005 Lamsr  Guasesmaster os
bl Mot Lrkec  B12 P2S351 Polce Hancheld _ O6CPO1LPOAT Aado.Podstle T 1400S Lomsr  Cusceenaser =3
| Mot Lrkec B10P2S3S2 Polce Hancheld . G6CP.OVLPORT  Redo. Fortsble T 14005 Lams  Guaseensser s
bl Mot Lrkns 810 P25353 Polce Hancheld . 06CPO1POAT Aado Foatie T T400S Lamar  Guasesnaster =3
| Not Lrked  B12 P25354 Polce Hancheid  CECP.O1POAT Rado Podsble T 14005 Lo Quaesnamer O
™| Not Lrked  B1G P2SIS5 Poboe Mencheld . 06CP.01PORT | Rado. Fodsble T 1400S Lamer  Quamesnsser os
L Not Urked B10 P25355 Poice Handheld  06CPD1POAT | Fado. Podabie T 14005 Lamer  Gusternaster os
| Mot Lrkec  B10 P25357 Polce Hancheld . C6CPO1POAT  Rado Poastie T 14005 Lama  Cuasesmaser =3
al Not Lrked  B10 P2S358 Poboe Hancheld . 06CP.O1POAT  Rado. Ponsble T 1400S Lams  Cuseermamer  CS
s Not Lrked 10 F25353 Polce Hindheld  G6CPU1PORT  Fado.Fodstle T 14005 Lame  Guaseenaser os
| Mot Lrke:  B10 P25360 Polce Hancheld . S6CPO1POAT  Aado Poastie T 14005 Lamar  Guasesmaster cs
| Mot Lrkec  B10 P2S361 Polce Hancheld _ 06CP.O1POAT  Rado Poastle T 14005 Lamer  Cuseesraser cs
- Mot Lrked  B10 P25352 Polce Hancheld . 06CPULPORT  Flado.Fordstle T 1405 Leme  Guasesnaser =]
| Not Lrkes  B12 P25353 Polce Hancheld . 26CP01POAT Rado Peastie T 14005 Lamar  Cuaseeraser =3 =
Recond: 4 4 [ [0V 11575 ¥ Wi « | I — - - - -

Hatory | Custom Frice

1557 Bayler X STE 500 Aaset Type: 03000 -

EEEEEE

s Asset Type Descrgtion:  CBANE Suppoe Eguprment

EER

DFR Merfacser
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EEEEETR]

na Model.
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r
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4. Set both Site and Location to “DISCARD.” You will not be able to fully remove item
from the system using the Dispose option.

5. In “Additional Info,” enter the reason for the discard. Example — broken, sold to City of
Richardson, Lost, etc.
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6. On the “Attachments” tab, click “Add.” This will pop up a screen asking if you would
like to add an “Asset Attachment” or “Asset Type Attachment.” Select Asset
Attachment” and click “OK.”

R Eoit Assen

Aaset
Asset Tog: Asset Description:
CEBANE Support Equoment

3
wlmm.w*]mlw—aum[wm
Hiorrerts

R A
i Asset Type Attachment

Prre Tag On OK-Copes: 0 (&

1 [
r .
Attachment Type | & |
Please select the type of attachment you wish to add:
@ Asset Attachment
) Asset Type Attachment
OK | | Cancsl
\ > = A
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7. Attach any documents relevant to the discard, such as deeds of sale, police reports, etc.

8. Click “OK”

Frre Tag On OK-Copes: 0 < [ox I)Wﬂ |
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SETTING UP THE WASP MOBILE PC SCANNER

Preparing your Mobile PC Scanner

1.

Your WASP Mobile PC Scanner must first be fully charged. Set up the charging station, insert
the battery pack into the back of the scanner and allow at least 1 day of charging.

Now turn on the Mobile PC by pressing the red power button. @
Select “Start” at the top left hand corner of the screen

Select “Settings” it should be the second from the bottom option
At the bottom of the screen select the “System” tab

Select the “About” icon at the top left of the screen

At the bottom of the screen select the “Device ID” tab

In the “Device name:” field give your scanner a permanent name; for example the OEM scanner
is named OEM_WASP

****NOTE: Our current License only allows 2 scanners to be set up for use from the Database.
Please do NOT delete OEM_WASP from the list of scanners on Mobile Asset ****

Microsoft ActiveSvnc Setup

1. Plug the WASP Mobile PC Scanner into the desktop machine via the USB connection cord found
in the box
2. Microsoft ActiveSync will pop up and want you to set up the mobile device with that computer,
select “Next”
® Synchronization Setup Wizard
Welcome to the Pocket PC Sync
Setup Wizard
. Toset up a sync partnership between this computer and
\ '1 your Pocket PC, click Next.
If you click Cancel, you can still:
« Copy and move files between your Pocket PC and
this computer
* Add and remove programs on your Pocket PC
Cancel I
Wasp Mobile Asset Step-by-Step Guide 18
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3. Uncheck the box in the next screen and select “Next”

() Synchronization Setup Wizard

Synchronize directly with a server
Synchronize your information even when you're not connected to this computer

@yhchronize directly with a server running Microsoft Exchange. To do this now,

ou will need to have the server address and your logon credentials.

[ < Back (][ Next > D[ Cancel ]

4. Next ensure that only the last box is checked and select “Next”. If you try to sync anything else
with your Mobile PC scanner there won’t be any room for the Mobile Asset Program

® Synchronization Setup Wizard

Synchronization Options
Choose the information you want to synchronize with your Pocket PC from your

computer [Windows PC).

Information Type
[ [25] Contacts
1 = Calendar
] & E-mail
[ [ Tasks
(I MNotes

Favorites

] & Media
(D +¥ MobileAssetSSP

Select an information type above and click Settings to change
synchronization options for that type.

Wasp Mobile Asset Step-by-Step Guide
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5. Ensure that the checkbox is checked and select “Next”

) Synchronization Setup Wizard

Allow Wireless Connections

hllowe wireless data connections [such as MMS or Internet Calling) on
‘wour device while it is connected to your computer.

| Cancel '

6. Microsoft ActiveSync will begin to sync the Mobile PC to the your desktop

7. Once this process is complete select “Close” and now your device is synced to your desktop
machine

obileAsset Data Synchronization : 6/19/2013 12:38:08 PM [%]
Synchronization In Progress, please wait...
Processing data from mobile device: “WhM_0EM3

Re-run filter for the mobile device

Hide Details &

4437 Df 11576 Records

¥ = = = =4 s oo
(O more files to go)

=]

641972013 12:38:09 PM - File “Program Files\Mobiledssetha_departments.mtp not
found

6/19/2013 12:38:09 PM - Getting file “Program Files\Mobiledsset
“a_departments.mtp... [1 more files to go)

6/13/2013 12:38:08 PM - Done getting file “Program Files\Mobilefsset
“a_linktrans.mtp

671972013 12:38:039 PM - Getting file “Program Files\Mobiledssetha_linktrans.mtp...
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8. If you would like Microsoft ActiveSync to not open every time you plug in your scanner then
first select “File” from the ActiveSync window

v dicrosoft ActiveSync

Help

Tedule [—:;;? EXD'OI’E

Connected
Synchronized

Hide Details X

Information Type Status
Q wWindows PC Svnchronized
+¥ MobileAssetsspP

9. Then select “Connection Settings” and ensure that the box next to “Open ActiveSync when my
device connects” is unmarked and select “Ok”

® Microsoft ActiveSync

5N Yiew Tools Help =
Snchvonize = ¥ Connection Settings
e e I

A @ Device connected

Mobile Device M
Delete Moble Device | £ .
IS ‘ v Show status icon in taskbar

Connection Settings. .
: V' low LSB connections

[ Allow connections to one of the Follwing:

: 1o A
Hide Detals & | oM -I

This computer is connected to;

Information Type ~ Status

9 Windows PC Synchronized
£ MabileAssetssp

Cancel
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Installation of Mobile Asset on the Scanner
1. After syncing with Microsoft ActiveSync above open Mobile Asset on your desktop and log in

2. Select Mobile from the left

% MobileAsset - City of Dallas
File Help Alerts

, = @ ‘Windows Mabile / CE
. AssetMansgement
.%? Windows Mobile / CE Setup

List Forms

@] Create Windows Mobile / CE Database

 — I
- @ Synchronize Windows Mobile / CE
Administration
.ﬁ‘ ST l
y =

O Process Mobile Device Data

Labels

3. After expanding Windows Mobile/CE from the right, select Windows Mobile/CE Setup

¥, MobileAsset - City of Dallas
File Help Alerts

- =2 \@’ ‘windows Mobile / CE
> AssetManagement

% ‘Wwindows Mobile / CE Setup

r\m Create Windows Mobile / CE Database

@ Synchionize Windows Mabile / CE
o Process Mobile Device Data

List Forms

Administration

SETYELS
5 Labels

Repors

New
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4. This will prompt you with an option to either install Mobile Asset or to cancel your actions, select
6(0k95

bileAsset - City of Dallas

= @' ‘windows Mobile 7 CE
AssetManagement

.% [Windaws Mobile / CE Setup
H = I List Forms @] Create Windows Mobile / CE Database

@ Synchronize Windows Mobile / CE

Administration

O Process Mobile Device Data

5. Labels

Information

< ) TheMobileAsset program does not exist on the mobile device.

Would you like to install it now?
e —

5. The next prompts will come on the Mobile PC screen. Follow them along until all the
installations are complete. Make sure that each time it ask where to install the program you select
“Device”

6. Once all parts of the program have finished installing your desktop screen will prompt you to
disconnect and reconnect the scanner. Do so and select “Ok”

. MobileAsset - City of Dallas

= @ ‘Windows Mobile / CE
Asset Management

% ‘windows Mobile / CE Setup

**. Reconnect Device

List Forms

The MobileAsset
Administration program has been
successfully installed
onto the mobile device.
(LETTEsS <
55519 Labels Please disconnect
- and reconnect the
mobile device.

Reports

If you have large amount of
asset data and plan to only
send down a subset of the data
to the moble deviee, please o

ili shead and specify the data filter
[slar first before performing the
‘disconnect and reconnect'
action.

New
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7. If there are more than two Mobile PC Scanners set up with our current WASP License then the
next screen will prompt you to delete one.

****NOTE: Do NOT delete OEM_WASP from the Mobile PC Scanners list****

3% MobileAsset - City of Dallas

< = @’ ‘Windows Mobile / CE
*  Asset Management
Manage Mobile Licenses Setup
= The record shows that you have 2 mobile
| ListForms license(s] for the pocket pc. Please remove the e 7CE Database
= devices that you are no longer working with from the
following list to free up valid licenses.
3 s Mobile 7 CE
Administration CityHall
Pocket_PC
i
CETYES
g@! Labels
> - — =
Repors
a Mohbility
. New
=
Mobility ppere <All>

8. The next screen will prompt you to finish setting up the Mobile PC Scanner with WASP. Ensure
that the Scanner you are using is the one selected in the “Mobile Device Name:” field, select
“No” for the printing from device option, and then finally select “Next”

anilaAt - City of Dallas M E=E]

. a @ ‘Windows Mobile / CE
> AssetManagement

**. Wasp Mobile Device Communication Wizard

Mobile Device Setup | Create Mobile Database || Mobile Device |

Setup OEM_WASP

The program has automatically detected the device attached via ActiveSync. Please finish the rest of the setup
option,

I Mobile Device Name: [DEM_wasP < I

Please choose the mobile printer from the following list:

Do you plan to print from the mokbile device?
i
,

o Step 101 2

Uses currently logged on:  ppere N

9. |If you are ready to Create a Mobile Database on your scanner then follow the next prompts.
Instructions can be found on pg. , otherwise exit the Mobile device window and when you
are ready to Create a Mobile Database on your scanner proceed with the steps on pg.
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AUDITING

FROM MOBILE DEVICE
****NOTE: The scanner must have the Mobile Asset Program installed before this is possible.
Please see pg. on how to set up the scanner for use. ****

Creating the Database

1. Plug Mobile Device into USB port onto your computer. Microsoft ActiveSync might pop
up. Ignore, but do not close it.

2. Select “Mobility” from the left hand list.

% MobileAsset - City of Dallas
File Help Alerts

. =] @ ‘Windows Mobile / CE
Y »  AssetManagement
% ‘Windows Mobile / CE Setup

)
— | ListForms

@ Create Windows Mobile / CE Database

@ Synchronize Windows Mobile / CE
Administration
o Process Mobile Device Data
ERYES
@ Labels
T2

kl Reports

B =

3. Expand the “Windows Mobile/CE” list and select “Create Windows Mobile/CE
Database.” This will pop open the Mobile Device Wizard.

3~ MobileAsset - City of Dallas

File telf Aler
- » a @ ‘Windows Mobile / CE
ﬁ Asset Management
@ ‘Windows Mobile / CE Setup
IL E I y
= Rl @ [Ereate windaws Mobile 7 CE Database
Y_;g Synchronize Windows Mobile / CE
“L Administration —
0 Process Mobile Device Data
[:ETTEaS
Labels
vy =
kl Reports
2
HMobility ppere <All>
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4. Under the “Create Mobile Database” tab select the “Location” tab. Then select the
location to be audited from dropdown menu. You can select multiple locations if the
handheld device will be used to audit several sites before it will be re-synched with the
database.

MobileAsset - City of Dallas

| Mobile Device Setup{_ Create Mobile Database | Bynchronize Mobile Device |

Create Mobile Database For Pocket_PC
This step allows you to specify filters for a subset of the MobileAsset data. The filter will then be used to generate
the mobile database which will be loaded onto the mobile device. The performance of the portable device is
improved by sending down only the data you need for impending tasks.
Specify SHEr:
| Assel| Location JOthers |

Site: 1500 Marilla ~

Location

Refresh entire mobile database based on the filter criteria,
[Leave this unchecked if you only want to send updates to the mobile device)

Step 1 of 2

Connected Mobile Device: Pocket_PC User currently logged on:  ppere

Mobility Ppere <All>

5. Check the box for “Refresh entire mobile database....” Then click “Next”.

MobileAsset - City of Dallas

Help

___ =N

@ ‘2 Wasp Mobile Device Communication Wizard

| Mobile Device Setup | Create Mobile Database | Synchronize Mobile Device |

Create Mobile Database For Pocket_PC

This step allows you to specify filters for a subset of the MobileAsset data. The filter will then be used ta generate
the mobile database which will be loaded onto the mobile device. The performance of the portable device is
improved by sending down only the data you need for impending tasks.

Specify Filters:

| Asset | Location | Others|

Site: 1500 Marilla ~

Location

fresh entire mobile database based on the filter criteria.

B =z
eave this unchecked if you only want to send updates to the mobile device)

Step 1 of 2
Connected Mobile Device: Pocket_PC User currently logged on:  ppere
Mobility ppere <All>
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6. Click “Next.” Click “Yes” in the resulting pop up box.

MobileAsset - City of Dallas

Create Mobile Database For Pocket_PC

This step allows you to specify filters for a subset of the MobileAsset data. The filter will then be used to generate
the mobile database which will be loaded onto the mobile device. The performance of the portable device is
improved by sending down only the data you need for impending tasks.

': Are you sure you want to create the mobile database?

If you have created a mobile database before, it will hggaalaced by the new one that's about to be generated. Click YES to proceed, NO to cancel.

Step 2 of 2

< Back | Next> ] Cancel

Connected Mobile Device: Pocket_PC User currently logged on:  ppere

7. Click “Next” again to begin synching the device. Click “Finish” when synchronization is
complete.
* obekse - iy Dells | " dinbielset - Cityo Dl

g - Wasp Mobile Device Communication Wizard

e Hobe D

TR Create Moble Dot Mobie Devics Seip | Create Mobie Datah

Synchronization With Mobile Device
Syrchvorizalion conpleted suscesshlly. oumay now clk the Frishbuon to et this woerd o the Back'
el Fouhors o : : i

i

Synchronization With Mobile Device

Thi T cnchiros da b thes P ] e mobde device. Make sure that the bl deica &

the PO via ArkiveSure: Dick Nest i

1272013 44188 -Syehorzten Congeled

/1272013 14418 8-kt e St Sy conpbled cessild 5
/1272013 114184 -Dove sendng delat Pocke PO
11212013 14418 8- Don secing e CADocumens e SetingsAl U dygsion DWsp
Bitode Tectrogiesitietso 800 0PeckeP suglesrip

/1272013 1141844 -Sening e C\Decunerts e\l Usesdopeaion D
Betode Techrgiesitietss 500 0PeckeP gt (Dnotfestoe]

B3 1416 Do . Duumers Sl oopco Dl
WaspBaond Te AR 003PockePLla

B3 A8 - Sngl Dot et Dl
Bt Techrlgesbetiehet 500 0PockePCia o

1272013 1141844 - D sening i C\Documerts and Selingsal Uses\pcaion Dt
WapBacu Teroges s SD00FckePCla msrip v

Shnlnfl

Step 1of 2

N
Yot

Cornected Mobile Devioz: Pocket_PC User curenty ogoedon:  poere Cornzcted Mobie Desice: Pocket FC Uset cumentylogoed ore — ppeee

IM pee b IM e &b

8. Disconnect the Mobile Device from the PC.
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Scanning
****NOTE: The scanner must have the Mobile Asset Program installed before this is possible.

Please see pg. on how to set up the scanner for use. ****

1. On the Mobile Device, use the stylus to open Mobile Asset. Login using your ID. You
can do this by opening the keyboard in the lower right hand of the device’s toolbar, or by
using the ALPHA button to use the keys similar to a cell phone text message.

2. Click “Audit.”

3. Enter the Site and Location into the appropriate boxes, either typing or selecting from the
dropdown at the right hand side of each box (you may have to use the search feature for
Site). Click the field names of “Site:” and “Location:” to lock those fields.

4. Ensure the cursor is in the “Asset Tag” box, and scan all barcodes physically found at

that location.

****NOTE - If you find an item that does not belong in that location, scan the item. A box will pop up
that asks if you would like to move the item to that location. If you would, select “Yes” and process. If
you would not, select “No” and the item will be audited without changing its location in the system.****

5. When audit is complete, close the Audit screen and exit the application on the Mobile
Device

Synchronizing

1. After all auditing is complete and you would like to import the information back to the
central database, reconnect the Mobile Device to your PC.

2. Select “Mobility” from the left hand list.

% MobileAsset - City of Dallas
File Help Alerts

&
= ',Q’ ‘windows Mabile / CE
% Asset Management
2 vT
= .% Windows Mobile / CE Setup

=
=
= ‘2:] Create Windows Mobile / CE Database
3 @ Synchronize Windows Mabile / CE
Administration

O Process Mobile Device Data
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3. Expand the “Windows Mobile/CE” list and select “Synchronize Windows Mobile/CE.”
This will pop open the Mobile Device Wizard.

*% MobileAsset - City of Dallas
File Help Alerts

= @' Windows Mobile / CE
Asset Management

@ ‘Windows Mobile / CE Setup

List Forms

— m Create Windows Mobile / CE Database

Synchronize Windows Mobile / CE
O Process Mobile Device Data

Administration

Reports

L New

4. Click “Next” to synchronize the device. Click “Finish” when synchronization is
complete.

* Mobilehsse - Cityof Dals * Hobiehsst - Ciyof Dalls
z g(wmm/cz g va Widwaote ) CE
g AssetManagement AssetManagement
@wmm/asm %wmmmw
e —
tieDeiceSeip | e otle Dl Sirchionce bk Mot DeiceSep | Gl MokeDatbae Spchonze ol Device
Synchronization With Mobile Device Synchronization YWith Mobile Device
PC dabcieSye kN cdlote P i Ay Cick -
Step 10l 2| Step 1 2|
rA TR,
(I (I
e ) bl PP oot g
5. Disconnect the Mobile Device from the PC.
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FROM PC
****NOTE: This should only be used for items without scan-able tags, such as covert
equipment****

1. Click “Asset Management” in list at on left hand side of screen

. Mo et - City of Dallas

& Tranafer Check Out
& oo
B rtsomensros Enty

a Caladate Daprecaton

- A Find

L‘-"\; List Assets
g New Asset

|: I
= List Forms ..’I{} Move
P oon
Administration
ﬁ Crack-In

o
BEal Lobels 4 Trerster Check-Ou
-~
Reports
6 —

@ Mobiy <2 Maintenance Erry
—
m Calculate Degreciation
- g Find
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3. Select Audit Site and Location from drop down lists

File  Help Alerts

& 72013 [Bv 120001AM -

Dt

Prirt Racept On Auce -Coples: 0 |2

Fitenng cata.

Sebect A Sze
1500 Mala

Select Audt Location
OEM - L2aN

Audt Start Time:
& 772003 @~ 120001AM ~

Pant Receipt On Aude - Copies. 0 5

ppere
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5. Select any and all items physically found at that location.

****NOTE - If you find an item at the location that does not belong there, enter its asset tag number

(found on the label

Fée  Help  Alerns

, and proceed to step 6; otherwise proceed to step 7.

OEM - L2aN

Auce Stant Tame:
& 72131 @~ 120001AM

Asset Tog

UAST 05 OEM PROJT Computer, Mobde Data oLo2020 Compr.per.
UASI 05 OEM PROS1 Equpment. Ctizen Cops 210900

UAST 05 OEM VCAM1 Camen. \idea 04040908 Camesa, v
UAS1 07 OEM GPS1 Device. Giobal Postionng System GPS 04 AP 02 DGPS Device. G
UAS1 07 OEM GPS2 Device, Giobal Postioning System GPS 04 AP .02 DGPS Device. G
MMRS 05 OEM 0037 Harcdware, Computer, integrated 041400 Hardware
MMRAS 05 OEM 0038 Harcware, Computer, integrated 041400 Harcware
MMRAS 05 OEM 0029 Harcware, Computer. integrated 0e1400 Hardware

MMAS N5 NEM onen

Snrrhunem Crenes tme rtacrstad ne1ann Limerhacnem.

7s¢.-a~ | [ De-Select [ omas |

__teo | Mo |

Enter fber cfioma 10 dapiay aasets Assets sudied today wil not iapiay In the kst uriess the tag is erted

Print Recept On Auct -Copies: 0 |3

ppere

6. A box will pop up that asks if you would like to move the item to that location. If you

would, select “Yes” and process. If you would not, select “No” and the item will be

audited without changing its location in the system.

File  Help  Alens

Audit

Fledng data
Select Auck Ste
1500 Marita

Seloct Auck Location
OEM - L2aN

Aucke Stat Tume:
& 7/2013 P~ 120001 AM -~

The specified asset or one of the dependent assets is currently st a
dfferent location. Click YES 10 Move the asset(s) to the current auda
location so this asset can be audited. Click No to audi the asset without

moving it

-
TN ] -

ppere
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7. Click “Audit.” This button will not be available until at least one item is selected from
the list. This will clear the list for the next audit location.

e m——

Select Auct Ste Descrption
1500 Marita

Selact Auct Location
OEM - L2aN

Auce Stant Tame:
& 7213 G~ 120001AM -

Select Assets
Asset Toag Aswet Desception Asost Type Asset Typ =

L4 UAS] 06 OEM PROJT Computer, Mobde Data oc2020 Compnper,

v UASI 08 OEM PROS1 Equpment. Ctizen Comps 210%00 Equomen

e UAST 05 OEM VCAM1 Camera, Video 04040908 Camera, v

s UASI 07 OEM GPS1 Device. Giobal Postionng System GPS 04 AP 02 DGPS Device. G

7 UASI 07 OEM GPS2 Device. Giobal Postioning System GPS 04 AP 02 DGPS Device. G

- MMRAS 05 0EM 0037 Hardware, Computer. Integrated 021400 Hardware

= MMRS 05 OEM 0038 Harcware, Computer, integrated 041400 Harcware
MMRS 05 OEM 0023 Haroware, Computer. integrated 021400 Hardware 3L

MMES N5 NEWM nnan Saerbanem Coemes tee etecrsted ne1ann imrracnre

Te—— v

[ Seeam | [ DeSesam [ Dseas |

Heo Motes | Pt Receipt On Audt -Copies:  © |3
Enter fiber cioma 10 daciay aasets Assets audted today wil not disoiay in the ket uniess the tag is entersd

| Asset Managesaent

ppere
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RUNNING A REPORT

This feature should mainly be used to view asset information and to view what items
have or have not been audited. If you wish to get an editable document of your inventory use the
export feature not the report feature.

1. Select “Reports” from the left hand list.

Fie Help  Alerts

ﬁ Asset Management 1 Lj e Teeu
- s/ Zsset Depreciztion Reports
)
I = I L Famne i [ Asset Mamensnce Repons
. s fudit R
“L Adminsstration B st Repers
& s/ Chack-Out to Customer Repons
ﬁ Labels [ L/ Check-Out to Employes Reports
@ @[ Comactlicense Repons
V - L/ Customer Reports
Mobidy 5 k/ Employee Reports
= ‘/ Aszet Type Reports
o
& L/ Lecation Regorts
- U Transaction Reports
U Other Reports
= =

2. Select the desired report from the right hand list. The report will run and open in Crystal
Reports.

‘ L/ Asset Reports

+ u Asset Degreciation Reports

I = I List Forms + L)p,,e(ua.mmenm

3 = J Audit Reports
Administration
‘;4 Asset Audit History by Asset Tag Report
I e e
B P Notausses Assets Repont
s oo

P #sses udit Location Discrepsncy Repont

@ Mability L, Asset Audit History by Locasion Report
4 U Check-Out ko Customer Feports

g
i U Check-Out to Employee Reporss
& h J ContractUcense Reperts

+ N Customer Reports

s L/ Employee Raports
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3. If you would like to save the report, select the “Export Report” icon on the top left side of
the toolbar.

Assets by Category Report

Category:
Asses Tag. Descripson Sevinl No

5 000 CBENE Suppont wa
B10P23340 OSCP.O1PORT. Police Handheld  635CNKDO3E
Badios

B10 P25341 OSCPOIPORT: Polica Handheld  655CNKDO030 s102012
®

ados
BiOP2I3A2 OSCPO1PORT: Police Handheld  633CNKS030 3102012 256133

BI0P25343 DECPO1PORT. Pelice Handheld 5102002

BIOPISI44 OSCPO1PORT Police Handheld 3102002

BIOP22343 D6CPUIPORT PolceHanteld  653CNKDGS3 s/to2012
BIOP25346 :;:;‘mnox'l Police Handheld  65SCNKS044 s10202
Brorsiar CACR 0L PORT. Pebce Hundets  435CNKE033 stozaz
BioP2s34s ::gon PORT. Police Handheld  655CNK304S s1o2012

BIOFIII48 Police Mandheld 3102002

OSCPO1PORT
Ba.

2o

BIOP23330 DSCPO1PORT: Police Handhelt  655CNKS04E 3102012

B10 P25351 OSCP.01PORT: Police Handhald  65SCNKS030 3402012
Radios

BI0P23332 OSCP.01PORT: Police Handheld  633CNKS030 sto2012

BlOP25353 OSCP 01 PORT. Police Handheld 5102012

BIOFISIA OSCPOIPORT Police Handheld  655CNKOOST 5102002
B10OP25335 ::.:;.ox PORT Pelice Handheld  655CNKI0S3 102012
B10P25356 OSCPO1PORT Police Handheld  65SCNKE0S4 5102012
BIOP23337 ::::ol PORT: Police Handheld  633CNKD03S 31102012

BiOP253SE 0SCP.01PORT
Rados

O8.CP 01 PORT

Police Handheld 57102012

BIOP2I339 Podice Handhels 3102002

Total Page No.: 274

Zoom Factor: 100%

4. Type your desired file name and click “Save.”

Assets by Category Report

3 . T Libraries
BN Desktop _E] System Folder s2
. Recent Places h Perez, Peter $2.9
System Folder
529
w4 Libra
“':‘l e 5 | Computer 529
ESl Documents System Folder
o' Music s2.9
&= Pictures Network
B videos Folder $2.9
. s2.9
/% Computer Name of File
2.9
& v ~
$2.9
File name: example
Save as type: $2.9
Crystal Reports (*.rpt} 5ia
Adobe Acrobat (*.pdf) 2
= Hide Folders Microsoft Excel (*.xds)
N Excel Data Only ("xis)
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5. To save the report as an editable word document, select “Microsoft Word — Editable
(*.rtf) from the “Save as type:) dropdown. Do not select a regular Word file (.doc). This
will put all text into boxes and make it very difficult to make edits.

Assets by Category Report City ofll
Category
‘3% Export Report
@l - > ~ Search Deskiop
Organize ~ New folder & -
¥ Favorites = S — [T s2.9
Bl Desktop =i System Folder 5
8 Downloads
% Recent Places h Perez, Peter s2.9
System Folder
$2.9
% Libraries B 4
_— Computer 2
=8l Documents *’ System Folder 529
o Music s2.9
= Pictures Network
B videos | System Folder 529
s2.9
/% Computer Type of File
» For Word select (*.rtf) $2.9
B 00, » For Excel select (*.xis) s2.9
File name: example =
Save as type: et $2.9
Crystal Reports (.rpt) s2.9
Adobe Acrobat (*.pdf) 5t
~ Hide Folders Microsoft Excel (*.xds) s2
N Excel Data Only (*xs) 29
$2.9
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EXPORTING

The exporting feature exports the entire database into an editable friendly “CSV” file. This
method is preferred over exporting a report because of its easy to modify abilities. Special
permission to use this feature is required from the WASP Administrator.

1. Click Administration from the list on the left hand side of the window

%, MobileAsset - City of Dallas
File Help Alerts

=
- it Company Information
¢ »  Asset Management HE
=g

@ P Datsbsse Managemen
=

A,
1
) Security

o [ 3 [lmpont 7 Export wizard
& ’j Customize Names

=
J Set Default Working Site

{g Options
“ Set Next Asset Tag Number

= x
License Management
[0

2. After expanding the “Import/Export Wizard” list select “Export Wizard”. This will pop

open the Export Wizard window

¥, MobileAsset - City of Dallas
File Help Alerts

=
o il Company Information
| »  AssetManagement His
— ; v Database Management

List Forms

B‘ Import Wizard

]
ST
<151 M Labels [__3’ Export Wizard
¢ -
Te

[}. oot 2 Epotwaad
Administration
0
o5

: ’j Customize Names
Reports
LI =

J Set Default Working Site

‘ Mobility —@ Options
=== -
“ Set Next Asset Tag Number
=B ,
= =C

License Management

Administration
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3. Select the dropdown menu in the “Export table:” field and select “Asset”

*>2 MobileAssel - City of Dallas

File  Help Ale

=
88 Conpany Information
Asset Management (]
% Export Wizard X]
Export Wizard |

Step 1: Origil i and D il i Data

Choose the table to export and the destination text file.

Export table: Asset v
Tofile: - — ()

Contracts
Customer
Department
Depreciation Class
Employee
Location

Step 1 of 4

Administration

4. Select the file icon to the right of the “To file:” field and choose where you wish to export
your file to and the desired name of the file

*Y% MobileAsset - City of Dallas

i
T

ﬁ AssetMenagement
*¥; Export Wizard

Sl Com, i
pany Information

Export Wizard
Step 1: Origi i and D i i Data

Choose the table to export and the destination test file.

otttk

To fie: [ @

Step 1 of 4

Administration ppere <All>

Wasp Mobile Asset Step-by-Step Guide 38
July 3,13



5. You will export the file in “CSV” format. This is an excel type file that is easy to modify
and manipulate. Any other type of file creates extra fields and requires cleaning up before

you can modify the information and is not recommended. Once you choose your location
and file name select “Open”

* MobileAsset - City of Dallas CIEX)

il Company Information
Hi

Asset Management

Look in: | “e Removable Disk (E:) v © * = @

&

LA o] Qw3

Qg File name: [Test Expont s C o= D

= e 10f 4
My Network Files of type: \ CSV files [Comma delimited) [*.csv) ~| Cancel 2
Administration ppere <All>

*>- MobileAsset - City of Dallas
i s

e "
L Company Information
Asset Management L]

% Export Wizard

Export Wizard |

Step 1: Origi i and D: i i Data

Choose the table to export and the destination text file.

Export table: lasst &

To file: |[E:\Test Export.osv

BIRT B rig,

Step 1of 4

Administration
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6. The next screen will ask you to choose what fields you wish to export. Think of these as
your column headings. You can choose any fields you wish and change the order that
they will appear in the report but for practicality we recommend choosing no more than 4
fields. Select “Next” to proceed

leAsset - City of Dallas

S Company Information
Asset Management L]

*%. Export Wizard 3]

Export Wizard |

Step 2: Export Field Selection

Choose the fields to export. The fields will be exported in the order shown in the <Field Selected> list.
Table: Asset

Fields available: Fields selected:
Asset Tag

[N E— | ]
| Checked Dut =

| Condition
Hyperlink
Manufacturer
Depreciation Class
| Category

Data Preview of Table:Asset

Asset Tag Site Location ~

UASI 06 OEM RAND1 5000 Dolphin Road CERT Trailer

UASI 06 OEM RAND2 5000 Dolphin Road CERT Trailer

UASI 06 OEM RAND3 5000 Dolphin Road CERT Trailer =

UASI 06 OEM RAND4 5000 Dolphin Road CERT Trailer

UASI 06 OEM RANDS 5000 Dolphin Road CERT Trailer

UASI 06 OEM RANDE 5000 Dolphin Road CERT Trailer ~
Step 2 of 4

—
Administration ppere <Al

7. Ensure that the “Field Delimiter:” field is set to “<Comma>". The preview will show a
“,” between each field that was selected. This is where a new column will begin in the
excel file. Select “Finish” to proceed

obileAsset - City of Dallas ‘1@@

'5 Company Information
Asset Management
% Export Wizard

| Export Wizard |

Step 3: Destination File Format

I
Select a delimiter to separate the fields in the export file. & delimiter is a character used in the file to separate
individual fields.

Export Format
Field delimiter: Qﬁr Include field names on first row.
—

Preview of data from table:Asset

Asset Tag Site.Location

UASI 05 DEM RAND1,5000 Dolphin Road.CERT Trailer
UAS| 06 DEM RAND2.5000 Dolphin Road.CERT Trailer
UAS| 06 DEM RAND 35000 Dolphin Road.CERT Trailer
UAS| 06 DEM RAND4.5000 Dolphin Road.CERT Trailer
UAS| 06 DEM RANDS.5000 Dolphin Road.CERT Trailer
UAS| 06 DEM RANDE 5000 Dolphin Road.CERT Trailer
UAS| 06 OEM PROJ1.1500 Marilla,OEM - L2AN

UASI 06 DEM PROS1.1500 Marila OEM - L24N

UASI 06 DEM YCAM1.1500 Marila OEM - L2AN

UAS| 07 DEM IDMACH 3915 E. Northwest Hwy. Northeast Patrol

BRT §pmié

Step 3of 4

Cem ) Ca)
—

Adrministration ppere <All>
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8. The export will automatically begin and you can watch its progress. When exporting is
completed a pop will appear and you can select “Ok”, this closes the export wizard.

8 com i
pany Information
g Asset Management HiE
L % Export Wizard X

Export Wizard |

Step 4: Export In Progress

Exporting data started at: 11:03:47 AM .. Now processing record...221 of 11576

(T

Step 3 of 4

<Back Finish [Cancel

Administration

**2 MobileAsset - City of Dallas
o Alerts

{% Company Information

Asset Management

5 Export Wizard

Export Wizard |

Step 4: Export In Progress

Exporting data started at: 11:03:47 AM...completed at:11:05:15 AM

O T

Export Wizard

\%) Export completed successfuly.

L D

Step 3of 4

L o w3

[ <Back ) [ Finsh ] [[Cancel ]

Administration ppere <All>
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IMPORTING

This feature should only be used to import more than 10 new assets. This will not allow
you to automatically replace, edit, or update asset information. In order to do that you must
follow the steps in the “Edit Asset” section on pg. . Furthermore if you give an new asset
the same tag as an asset already in the database the system will automatically not import that
single asset.

1. First enter your new assets into a new excel sheet. Make sure to include all the “boldface”
fields that are required in WASP as column headers in the sheet. Refer to the “Entering

New Equipment” section on pg. ___ to see the required fields.

Inventory Form for Importing

3

29 |MMRS 05 OEM 0028
30 |MMRS 05 OEM 0029
31 |MMRS 05 OEM 0030
32 |MMRS 05 OEM 0035

07CD-01-M256
0802.01-HTRW.
0802-02-EDCS
04AP-03AVLS

5000 Dolphin Rl
5000 Dolphin Rl
5000 Dolphin Rl

1500 Marilla St. L2AN | O

Clothing and Supply
Clothing and Supply
EM

na

010.00466.00

(] Ble  Edt View Insert For Took Data Window Help Type & quest v - & X
ARNEAT RS NN AR AN - SR AN R 2 % -] wo% ~ i anel w10 v\ B £ oy B WS % s Al
P28 - J MMRS
L £ L Io} | I i A= H == l! Al L I
(I TN Ascel Type —— Site Cocation Seral No [ZE] Make
2 LA R e A CGURAE T2 TG T TEeT SeTenie
3 |MMRS 05 OEM-0002 030E-03-LTPA 5000 Dolphin Rd. 12/26/2006 22635 Metro Fire Apparatus S
4_|MMRS 05 OEM 0003 030E-03-LTPA 5000 Dolphin Rd. 12/26/2006 22535 Motro Fire Apparatus S
5 |MMRS 05 OEM 0004 030E-03-LTPA 5000 Dolphin Rd. 26/2006 22635 Metro Fire Apparatus S
6 _|MMRS 05 OEM 0005 030E-03-LTPA 5000 Dolphin Rd. 22635 Metro Fire Apparatus 5
7 |MMRS 05 OEM 0006 10GE-00-GENR 5000 Dolphin Rdl 22633 Stauffer Diesel
8 |MMRS 05 OEM 0007 10GE-00-GENR 5000 Dolphin Rd. 2633 Stauffer Diesol
9 |MMRS 05 OEM 0008 07.03.01.02 500 Malcolm X Bivd 21081
10 |MMRS 05 OEM 0009 07.03.01.02 600 Malcolm X Bivd  Station 03 HazMat 21881
11 [MMRS 05 OEM 0010 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21081
12 |[MMRS 05 OEM 0011 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
13 [MMRS 05 OEM 0012 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
14 |MMRS 05 OEM 0013 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
15 |MMRS 06 0014 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
16 [MMRS 05 OEM 0015 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21001
17 |[MMRS 05 OEM 0016 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
16 [MMRS 05 OEM 0017 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
19 |MMRS 05 OEM 0018 07.03.01.02 500 Malcolm X Bivd  Station 03 HazMat 21881
20 |MMRS 05 OEM 0019 07.03.01.02 500 Malcolm X Blvd  Station 03 HazMat 21881
21 |MMRS 05 OEM 0020 07.03.01.02 5000 Dolphin Rd. E 21881
22 |MMRS 05 OEM 0021 07.03.01.02 5000 Dolphin Rd. 21881
23 |[MMRS 05 OFM 0022 07.0301.02 5000 Dolphin Rdl 21081
24 |MMRS 05 OEM 0023 07.03.01.02 5000 Dolphin Rd. 21881
25 |MMRS 05 OEM 0024 07.03.01.02 5000 Dolphin Rd 21881
26 |MMRS 05 OEM 0025 07.03.01.02 5000 Dolphin Rd. 21881
27 |MMRS 05 OEM 0026 07.03.01.02 5000 Dolphin Rd. 21881 RAE Systems
28 |[MMRS 05 OEM 0027 07.03.01.02 5000 Dolphin Rd. 146.000906 21081 RAE Systems

21624 Anacher
21536 Zodi Goar
21536 Zodh Gear

a Scientific

314.99 N/A (used P-card) Garmin

33 |MMRS 05 OEM 0036 04AP-03-AVLS 1500 Marilla St. L2AN OEM 010-00468-00 314.99 N/A (used P-card) Garmin
34 |MMRS 05 OEM 0037 04.14.0.0 1500 Marilla St. L2AN | OEM SH7300000001 8,371.00 22985 lironix
35 |MMRS 05 OEM 0038 04.14.0.0 1500 Marilla St. L2AN OEM SH7300000046 12/29/2006  8,371.00
36 [MMRS 05 OEM 0039 04.14.0.0 1500 Marilla St. L2AN BRKKIC 12/27/2006  1,764.688
37 |MMRS 05 OFM 0040 04 1400 1500 Marilla St L2AN et 122712008
38 iMMRS 05 OEM 0041 04.14.0.0 1500 Marilla St. L2ZAN 9XIKKICT 12/27 /2006
39 | MMRS 05 OEM 0042 04.14.00 1500 Marilla St L2AN 2Wiiact
40 |MMRS 05 OEM 0043 04.14.0.0 1500 Marilla St. L2AN CORKICT
41 |MMRS 05 OEM 0044 04.14.0.0 1500 Marilla St. L2AN Sviac
42 |MMRS 05 OEM 0045 04.14.0.0 1500 Marilla St. LZAN BSIKIKICT
43 IMMRS 05 OEM 0046 04.14.0.0 1500 Marilla St. L2AN
44 |MMRS 05 OEM 0047 04.14.0.0 1500 Marilla St. L2AN
45 IMMRS 05 OEM 0048 04.14.0.0 1500 Marilla St. L2AN 1,764,688
45 |MMRS 05 OEM 0049 04.14.0.0 1500 Marilla St. L2AN 176488
47 IMMRS 05 OEM 0050 04.14.0.0 1500 Marilla St. L2AN - 12/27/2006 1,764,068 22640 DELL
48 |MMRS 05 OEM 0051 04.14.0.0 1500 Marilla St. L2AN OEM OEM BTKKICT 12/27/2006  1,764.88 22640 DELL |
4 < » »\Inventory Form for Importing / L] %
E Dtow = L5 | Autoshepes= N N 1O 1 ol G (811l O - - A - SR E RS Wi e ) 2 e B Rl
— — — R——

2. Once you have created your excel sheet save it as a “CSV” file in an easy to find place

2] Bl Edt Vew [nsert Formet Jools Data  Window Help Type o holp %) o o8]
TN R NN AR e A R W R L | ] 210 | B L WS o s e o A -
) - A MMRS
N T B T = ¥ il =T o

i |Asset Tag Asset Type _ Sita Location Department_ Serial No Condition_Purchase Date_Unit Cost PO

2 [MMRS 05 GEM-0001 Bivd  Station 03 HazMal  DFR 3574-0306 171072007 15,449.00 23667 Tontif

3 |MMRS 05 OEM-0002 LEg dainicnance 12/26/2006, 11,025 00 22535 Matro Firs Apparatus S
4 |MMRS 05 OEM 0003 12/26/2006| 11,026.00 22636 Metro Fire Apparatus S
5_|MMRS 05 OEM 0004 " 12/26/2006 252 00 22535 Motro Fire Apparatus S
6_|[MMRS 05 OEM 0005 Save It () My Documents S]] @@ > [ [ - Tools ~ 12/26/2006  252.00 22635 Metro Fire Apparatus S
7_|MMRS 05 OEM 0006 5 (1my Data Sources 12/26/2006 8,198.00 22533 Stauffer Diesel

8 |MMRS 05 OEM 0007 2 (Camy eBooks 12/26/20066,198.00 22533 Stauffer Diesol

9 [MMRS 05 OEM 0008 tyRecent || Aoy music 12/6/2006|  998.00 21881 RAE Systems

10 [MMRS 05 OEM 0009 oocuments || Elwy pictores 12/6/2006  998.00 21981 RAE Systems

11 |MMRS 05 OEM 0010 s My Videos 12/5/2006 998,00 21881 RAE Systems

12 [MMRS 05 OEM 0011 [ Csecurty 12/6/2006  998.00 21881 RAE Systerns

13 [MMRS 05 OEM 0012 Desktop | (CIWindowsCE My Documants 12/6/2006 99800 21081 RAE Systems

14 |MMRS 05 OEM 0013 Sinventory Form for Importing 12/6/2006  998.00 21881 RAE Systems

15 [MMRS 05 OEM 0014 ()L ocations 12/6/2006 998,00 21681 RAE Systems

16 |MMRS 05 OEM 0015 (s Shorteut to Dina 12/5/2006 998,00 21881 RAE Systems

17 |MMRS 05 OEM 0016 My DGcuments | s)shorteut to Homeland Security Grants 12/6/2006  998.00 21881 RAE Systems

18 [MMRS 05 OEM 0017 {aashorteut to 165 12/5/2006 996,00 21081 RAE Systems

19 [MMRS 05 OEM 0018 (e Shortcut to ROCKY 12672006 996.00 21881 RAE Systems

20 |MMRS 05 OEM 0019 5 Esre 12/6/2006 998,00 21881 RAE Systems

21 [ MMRS 05 OEM 0020 tay Computer 12/5/2006 998,00 21881 RAE Systems

22 |MMRS 05 OEM 0021 = 12/6/2006  998.00 21881 RAE Systems

23 |MMRS 05 OEM 0022 — = 12/6/2006 99800 21081 RAE Systems

24 i LS eckoty Form for Imporing &l 12/6/2006 998,00 21881 RAE Systems

25 Places. | 5ave 85 type! [ca (Comma delemitod) [ Cancel 12/6/2006 998,00 216881 RAE Systoms

% ricode Tort = 12/6/2006 998,00 21881 RAE Systems

27 5000 Dolphin Rdl Eltcrosoft Excol 5,0/95 Workbo 12/6/2006  998.00 21881 RAE Systems
26 5000 Dolphin R it - 12/6/2006 998,00 21081 RAE Systems

29 07CD-01-M256 5000 Dolphin Rd. 2 e 1173072006 22266 21624 Anachermia Scientific
30 0BD2.01-HTRW 5000 Dolphin Rd “[Microsoft Excel 3.0 Workshaet 11/29/2006, 3,748.00 21536 Zodi Gear

31 0802-02-EDCS 5000 Dolphin Rd. Clothing and Supply  DF R i 1172972006 522,60 21636 Zodi Gear

32 o 04AP.03-AVLS 1500 Marilla St. L2AN OEM OEM 010.00468-00 103172006 314.99 N/A (used P-card) Garmin

33 |MMRS 05 OEM 0036 04AP-03-AVLS 1500 Marilla 5. L2AN | OEM OEM 010-00466-00 10/31/2006  314.99 N/A (used P-card) Garmin

34 |MMRS 05 OEM 0037 04.14.0.0 1500 Marilla 1. L2AN OEM OEM SH7300000001 12/29/2006 8,371.0 22985 Nronix

36 |MMRS 05 OEM 0038 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 5H7300000046 12/29/2006| 837100 22985 tronix

36 |MMRS 05 OEM 0039 04.14.0.0 1500 Marilla St. L2AN | OEM OEM BRICKICT 12/27/2006| 1.764.88 22640 DELL

37 |MMRS 05 OEM 0040 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 31T 12/27/2006| 1,764.88 22640 DELL

38 |MMRS 05 OEM 0041 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 9X<1<aCT 12/27/2006 1,764.68 22640 DELL

39 |MVIRS 06 OEM 0042 04.14.0.0 1500 Marilla St L2AN | OEM OEM 2WKIKaCT 12/27/2006| 1.764.88 22640 DELL

40 |MMRS 05 OEM 0043 04.14.0.0 1500 Marilla St L2AN OEM OEM CaKI9CT 12/27/2006, 1,764.60 22640 DELL

41 [MMRS 05 OEM 0044 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 12/27/2006| 1.764.88 22640 DELL

42 |MMRS 05 OEM 0045 04.14.0.0 1500 Marilla St L2AN OEM OEM 12/27/2006 1,764.68 22640 DELL

43 [MMRS 05 OEM 0046 04.14.0.0 1500 Marilla St L2AN | OEM OEM 12/27/2006 1,764.68 22640 DELL

44 |MMRS 05 OEM 0047 04.14.0.0 1500 Marilla St L2AN OEM OEM 12/27/2006| 1.764.88 22640 DELL

45 |MMRS 05 OEM 0048 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 12/27/2006| 1,764.60 22640 DELL

46 [MMRS 05 OEM 0049 04.14.0.0 1500 Marilla St. L2AN | OEM OEM 12/27/2006| 1.764.88 22640 DELL

47 |MMRS 05 OEM 0050 04.14.0.0 1500 Marilla St L2AN | OEM OEM 122772006 1,764,688 22640 DELL

46 |[MMRS 05 OEM 0051 04.14.0.0 1500 Marilla St L2AN | OEM OEM ETIIACT 122772006 1,764.68 22640 DELL v
i« < » »\Inventory Form for Importing / 1< >
forew: s [ Auoshapes N N I Q) Al Gy 8| O Lo Ax=rmn d@ o B e i Hel

— —
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3. Click Administration from the list on the left hand side of the window

% MobileAsset - City of Dallas:
File Help Alerts

.
818 Company Information
> AssetManagement His
: ? Database Management

{; Security

S @. Import 7 Export Wizard
. { Customize Names

g Set Default Working Site

é Options
g Set Next Asset Tag Number

Mobility T License Management
-

Reports

Administration

4. After expanding the “Import/Export Wizard” list select “Import Wizard” to open the
Import Wizard window

**2 MobileAsset - City of Dallas [L_J lg]

File Help Alerts

. .
ia Company Information

@ ? Database Management

&= fy“ Security

= [ B tmport / Export Wizard
Administration
-

9 Labels B Export Wizard |Click o import data from an external File |
@ { Customize Names

g Set Default Working Site

*  Asset Management

List Forms

POk

Reports

b RY

hohility 4”}— Options
“ Set Seed Number
New
B License Management
==

Administration dcola <All>
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5. Select the file icon to the right of the “Import file:” field and choose the “CSV” file you
just created

**. Import Wizard @

Import Wizard ‘
Step 1: Origination and Destination Data
Choose the text file to import and the table where the data will be added.
Import file: ]
To table: ‘ e
Step 1 of 4
Bock | [Bew> ] [ Comest ]

Look in: \u’j My Documents V‘ < ) 2 E° -

(5] My Data Sources
LMy eBooks

My Recent hé My Music
Documents 2 My Pictures

B

7= LMy Videos

. -

LS ) Security

Desktop (L) WindowsCE My Documents

@Inventory Form for Importing
':;.L Kwa heri Inventory
[’.:‘_'a]Locations

52 Shortcut to Dina
520 Shortcut to Homeland Security Grants
(50 Shorteut to IGS

5 Shortcut to ROCKY

v

My Documents

:

- =) Sit
Computer Name E_B] e
is CCT-7728RD1 A
@ File name: 'Kwa heri Inventory v | Open
My Network Files of type: 1 CSY files [Comma delimited) [*.csv) v ] Cancel
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6. Select the dropdown menu in the “To table:” field and select “Asset” then click “Next” at
the bottom right of the window

mport Wizard E]

Import Wizard ‘

Step 1: Origination and Destination Data

Choose the tezt file to import and the table where the data will be added.

Import file: [P:\Doguments and Sellings\dina.col@mssi\My DocumentsiK ] G

1

To table: [

Contracts
Customer
Department
Depreciation Class
Employee
Location s

Step 1 of 4
m[ s
e

7. Ensure that the “Field Delimiter:” field is set to “<Comma>" and that the box to the right
of this field is checked. The preview will should show the data from the excel sheet with
columns. Select “Next” to proceed

mport Wizard @

Import Wizard |
Step 2: Field Delimiter
m
Select a field delimiter. A delimiter is a character used in the file to separate individual fields.
Import Format

Field delimiter: I ‘(Comma>l v ‘I I First row contains column headings I

Preview of data from:C:\Documents and Settings\dina.colarossi\My DocumentsiKwa heri Inventory.csv
Asset Tag Asset Type Site Location Department Serial No Condl
MMRS 050... 07.03.01.07 500 Malcol...  Station03H... DFR 3574-0306
MMRS 050... 030E-03-LT.. 5000Dolphi.. DFR Mainte.. DFR na
MMRS 050... 030E-03-LT.. 5000Dolphi.. DFR Mainte.. DFR na
MMRS 050... 030E-03-LT.. 5000Dolphi.. DFR Mainte.. DFR na
MMRS 050... 030E-03-LT.. 5000Dolphi.. DFR Mainte.. DFR na
MMRS 050... 10GE-00-G... 5000 Dolphi.. DFR Mainte.. DFR Gen: 37073-..
MMRS 050... 10GE-00-G... 5000 Dolphi.. DFR Mainte.. DFR Gen: 37073-..
MMRS 050... 07.03.01.02 500 Malcol...  Station03H... DFR 148-000823
MMRS 050... 07.03.01.02 500 Malcol...  Station03H... DFR 148-000832

< 2]

Step 2 of 4
T (EThE) .
> 4
i —
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8. The next step will show you the column that the system is matching up from your CSV
file to the WASP database. Ensure that each column is matched up correctly making
changes if necessary and then select “Next” at the bottom right of the window to proceed

3]

% Import Wizard

Import Wizard |

Step 3: Field Mapping

m
# Map data from the text file to corresponding fields in the destination table.
Field Mapping

| Import Data Colungg | Map To: Type
> AssetTag

() e

Assel
Asset Type
Category
Condition
Contact
Custom Date 1
Custom Date 2
Custom Date 3

Preview of data from:C:%\Documents and Settingshdina.colarossitMy Documentsi\Kwa heri Inventory.csv

| 2] €

(Asset Type
St
|Location

| Department

|<

0
[l

Asset Tag Asset Type Site Location Department Serial No

MMRS 05 0... 07.03.01.07 500 Malcoal... Station 03 H... DFR 3574-0306

MMRS 050... 030E-03-LT.. 5000 Dolphi.. DFR Mainte.. DFR na

MMRS 05 0... 030E-03-LT... S‘UUD Dolphi... DFR Mainte... DFR na N
| >

< 24
Step 3 of 4

[ < Back ]‘[ Next > D[ LCancel ]
S

9. The importing process should then automatically begin and you can watch the progress

10. Once the import process is finished a window will pop up stating that the import was
successful or that there were errors and for you to check the report. Either way select

GGOk”

Import Wizard |

Step 4: Import In Progress
Importing data started at: 3:35:37 PM...completed at:3:35:56 PM

(NNRRRRE AR AR AR AR AR AR AR AR AR AR RRRRAn

Import Wizard

Q Import completed with errors. Please check the error report.

Step 3 of 4

] [ gese ]

L B e

<All>

Iﬁdministlalion dcola
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11. If there were errors then an error report will pop up. Some of the main reasons why assets
generate an error are below.

a.

b.

“Duplicate Asset Tag” — This error means that there is already an asset in the
system with that tag, try adding the single asset in manually see pg.
“Cannot insert the value NULL” — This error means that you have left one of the
required fields blank, try adding the single asset in manually see pg.

“Unknown Asset Type - This error means that the asset type you have entered is
new to the database. First enter one Asset with this type manually into the
database then try importing your records.

****NOTE: This error can be interchanged for the “Site”, “Location”, and
“Department” fields as well****
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CHANGING YOUR PASSWORD

1. Login to Wasp Mobile Asset

a. Your user name is your first initial followed by the first four letters of your last
name. Example: dcola for Dina Colarossi.

b. Password will be “password” the first time you log in, or any time it needs to be
reset.

TN/ ’;

o 0

=%
e‘
z

M h I n "( t

Professional Edition
User Name: o Password: |

2. From the “File” menu, select “Change Password.” This will pop up the Change
Password box.

e | Help  Alerts
Logout

C_‘ 3 List Assets

Setup Label Printer \3 New Asset

Change Password

Reset All Forms Settings
Reset All Grid Settings

g (4 Move
B Check-Out
ﬁ Check-in

=2
* Transfer Check-Out
ATE

8 oo

S#P Moimenarce Enry

B3 Calculste Depreciation

& D Fma
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3. Enter old password, then your new password twice.

Old Password:

New Password:

New Password:

m Mobility

4. Click “OK.”

s Change Password

User Name: Peter Perez

Old Password:

New Password:

Confirm New Password:

Mobili

Audit
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