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Assets - Notes - View, Add

We are currently updating our site; thank you for your patience.

EQUIPMENT

ASSETS - NOTES - VIEW, ADD

There may be notes or comments that need to be recorded and linked to a
particular asset. This process sets out how to view the current notes, if applic-

able, and how to link additional notes. Notes cannot be edited or deleted.

Ribbon Access: Equipment and Locations > Assets

b BPO: Version 2.1.0.45 - Example Company - [m] X

Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities.

| Y
Assets | Depredation | Functional

Locations

* The Machine List for [ ] screen will be displayed.

THE SITE AND TYPE FILTERS

* The screen will open with the default Site setting configured on
the user.

° In this image Durban is selected.

Note: Refer to Site Selection for more information about Site settings.
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TECHMNOLOGTES Assets - Notes - VieW, Add

% v Machine List for Durban - BPO: Version 2.1.0.45 - Example Company - a X
Home i andlocations Contract Finance andHR  Inventory Mai and Projects  Manufacturing  Pri Sales Service Reporting Utiies — & X
O XE { G - O & 0O @8 0
Add  Edit Delete View | Savelayout Workspaces Save Fiter :)D ; :f‘;"‘ Convert BuyBack | Print Export | Reports
- Hes - -
Format 1 Durban brocess p Print
2 Pretoria =
Description pdelNo ' CustomerName DeptName  Status CategoryDesc  Asset  IsFi
A x P
»  5P2020 Sprint Colour Multi Functional C P2 Z020V0OST 2020 Hope Works Technical A Hardware No N
wore SP2020 Sprint Colour Mult Functional Copier  SP2020 20208082 SP202)  HopeWorks  Technical A Hardware N N
5P2020 Sprint Colour Multi Functional Copier 5P2020 2020-8083 5P2020 Hope Works Technical A Hardware No Ne
SP2020 Sprint Colour Multi Functional Copier  SP2020 220-8084 SP2020  Derton Techn... A Hardware No N
Project History 5P2020 Sprint Colour Multi Functional Copier 5P2020 2020-8086 5P2020 Hope Works Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier ~ SP2020 2020-8087 SP2020  Derton Techn... A Hardware No Ne
SP2020 Sprint Colour Multi Functional Copier ~ 5P2020 2020-8088 SP2020  Hope Works Technical A Hardware No Ne
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-8089 SP2020 Hope Works Technical A Hardware No N
SP1919 Sprint Colour MFC SP1919 1919-20202 1919 Hope Works Technical A Hardware No Ne
5P2020 Sprint Colour Multi Functional Copier 5P2020 2020-43256 5P2020 Hope Works Technical A Hardware No Ne
L SP2020 Sprint Colour Multi Functional Copier ~ SP2020 2020-43257 SP2020  Hope Works Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-43258 SP2020 Hope Works Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-43259 5P2020 Hope Works Technical A Hardware No Ne
Drum 2020-856 2020-4328 Cash Sales A... SalesDe... A Accessories No N
Sprint copier SP1818 1818-0935 CashSalesA... SalesDe... A Hardware No N
Sprint copier SP1818 1818-0957 Big Bargains A Hardware No N
Sprint copier 5P1818 1818-7054 Bothas Netw... A Hardware No Ne
Sprint copier SP1818 1818-9756 Bothas Netw... A Hardware No Ne
Sprint copier SP1818 1818-8691 Bothas Netw... A Hardware No N
Drum 2020-856 2020-2222 Derton Techn... A Accessories No Ne
e P2020 Sprint Colour Multi Functional Copier  SP2020 555 SP2020  HopeWorks  Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 123 SP2020 Hope Works Technical A Hardware No Ne
5P2020 Sprint Colour Multi Functional Copier 5P2020 99119911 5P2020 Fine Hair Salon A Hardware No Ne
Drum 2020-856 10011 Hope Works Technical A Accessories No Ne
Drum 2020-856 10022 Hope Works Technical A Accessories No N~
‘ »
| 08Feb 2018 4

1. This screen will open by default in the All Type. You do not need to
change this Type to view or add asset notes. If this screen is already
open in another Type e.g. Internal Assets, then click on the drop-down
arrow and select from the list, the right Type that contains the asset

you wish to work with.

SELECT THE ASSET

2. Select the row of the asset where you wish to view the linked notes.
3. Click on the Notes tile.
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Assets - Notes - View, Add

s - Machine List for Durban - BPQ: Version 2.4.0.11 - Example Company [=J(o]x]
| g | Home | Equipment/locatons  Contract  Finance (HR  Inventory  Maintenance /Projects  Manufactring  Procrement  Sales  Service  Reporting  Utiities - & x
@ EZ? X % E = \ﬁ Al Sites -] Sy ‘ P—U W 'qu
Add  Edit Delete  View | Savelayout Workspaces Save Filter efresh Convert BuyEa Reports
Maintenance . Format P Current % Process . Print 4| Reports . &
AssetRegha PartCode Description CategoryDesc  ParentType ModelNo  SerialNo Status  StartDate v Asset  IsFixedAsset WWOA
ML o ol B o o -3 o = L - o«
Facy AREGO00397  ATS00 AT500 Copier Hardware SNV ATS00 wge12 A 16/04/2020  No Mo Mo
AREGOD0396  SP500 Sprint Colour Capier Hardware WHSE Kam05 A 14/04/2020 Mo Mo No
AREGOD0395  SPS00 Sprint Colour Copier Hardware WHSE Kam004 A 14/04/2020  No No No
AREGODD334  SPS00 Sprint Colour Copier Hardware WHSE Kam003 A 14/04/2020 Mo Mo Mo
AREGOD0393  SPS00 Sprint Colour Capier Hardware WHSE Kam002 A 14/04/2020  No Mo No
AREGODD3S2  SPS00 Sprint Colour Copier Hardware WHSE Kam0o1 A 14/04/2020 Mo Mo Mo
AREGOD0391  15-856 Drum for SP1515 SpareParts  WKOR 15-856-005 A 19/02/2020  No Mo No
AREGOD03S0  ACR1LI1L Acer Copier Hardware WHSE test A 22082013 Mo Mo Mo
AREGOD0389  5P2020 5P2020 Sprint Colour MF Copier  Hardware CTRT SP2020 HOPOO1 A 10/05/2013  No No No
ik AREGO00388  DM100200 Colour Copier Hardware WHSE DM100200  DM100200-154.. A 22072018 Mo Mo Mo
SP2020 5P2020 Sprint Colour MF Copier  Hardware CTRT SP2020 20-12345-5689 A 03/05/2018  Yes  Yes Mo
SP1020 Copier Hardware WHSE sP1020 1020-1478 A 08/01/2015 Mo No No
AREGODO378 SR2020 5P2020 Sprint Colour MF Copier  Hardware SINV SP2020 Test-swap A 19/11/2018 Mo Mo Mo
i AREGOD0011  SP1020 Copier Hardware WHSE SP1020 TIER123 A 15/11/2018  No Mo Mo
AREGODO0O7  SP1020 Copier Hardware CTRT SP1020 1020-10102 A 15/11/2018 Mo Yes Mo
AREGOD0376  SP2020 SP2020 Sprint Colour MF Copier  Hardware CTRT sP2020 SP2020-147852 A 19/09/2018  No Yes No
Maintenance AREGO00374 SP1919 SP1919 Sprint Colour MFC Hardware CTRT 1918 1919-44778855 A 07/03/2018 Mo Mo No
AREGOD0373  SP1919 SP 1919 Sprint Colour MFC Hardware WHSE 1919 BrokenStock A 07/09/2018 Mo No Mo
AREGO00371  SP2020 SP2020 Sprint Colour MF Copier  Hardware WHSE SP2020 14785236985247 A 23/07/2018 Mo Mo Mo
Deprediation AREGODO370  2020-856 Drum Accessories  WHSE 2020-6856-7878... A 03/07/2018 Mo No No
AREG000369  SP1919 SP1919 Sprint Colour MFC Hardware WHSE 1919 1919-98986565... A 03/07/2018 Mo Mo Mo
AREGODD368  204-147K 5P204 Black Toner Toners WHSE 204-11442255 A 03/07/2018 Mo Mo Mo~
»
Open Windows ~ | User : Abigai™ | 16/02/2021 | Version: 2.4.0.11 | Example Company

VIEW NOTE(S)

1. The Note Listing for Serial No. : [] screen will open.
2. Here you can view a list of all the notes linked to the selected asset.
" Note: You cannot edit or delete any information in the Com-
ments data grid.
3. Click on the Back button to return to the Machine Listing screen.
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TECHMNOL OGTES Assets - NOteS = VieW, Add

s - Note Listing for Serial Ho. : 20-12345-5689 - BPO: Version 2.4.0.11 - Example Company [=Jlex]
| @ | tkme | Equpment/locstions © Contact  Financs/PR  Dvenbory  Mantenance [Frajects  Manufsctring  Proarement  Ssks  Service  Reportng  Ubtes - &8 x
o0l |
Add | Back || save Layout
L_l«—@
Processing 4| Format 4 o
Comment Date FulName
LAL: 3 = ol
» Purchase Order ref: PODDD0S03 03/05/2019 Bianca Du Toit
Operational 02/05/2017 Judith Mudzengi
02/05/2017 Judith Mudzengi
Test new note for asset 20/03/2017 Bianca Du Toit
Second hand machine - in service 19/01/2017 Bianca Du Toit ' .
Second Hand Unit in Service 19/01/2017 Bianca Du Toit
test 12/02/2015 Bianca Du Toit
test adjustment reparts 12/02/2015 Bianca Du Toit
test adjustment reports 12/02/2015 Bianca Du Toit
Purchase Order ref: PO0000170 27012015 Bianca Du Toit
Purchase Order ref: PODO000S3 14/05/2014 Belinda Sharman
08/04f2014 Belinda Sharman
03/04/2014 Belinda Sharman
03/04f2014 Belinda Sharman
03/04/2014 Belinda Sharman
Open Windows +

| User: AbigaiM | 16/02/2021 | Version: 2.4.0.11 | Example Company -

ADD A NOTE TO AN ASSET

Navigate to the Note Listing for Serial No.: [] screen as explained above.

1. Select the row of the asset.
2. Click on the Notes tile.
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TECHMNOLOGSTES

Assets - Notes - View, Add

% ¥ Machine List for Durban - BPO: Version 2.1.0.45 - Example Company - a
Home | Equipment and Locations Contract FinanceandHR Inventory —Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utlities —
YEUL: G b o % P @ 0
Add Edit Delete View | Savelayout Workspaces SaveFiter | | + | Refresh e Convert BuyBack | Print Export Reports
Maintenance Format ‘ Current i 4 Print i 4
Links L
r - )
Description PartCode SerialNo ModelNo  CustomerName DeptMame Status CategoryDesc  Asset  IsFix
3 -
2020-856 856-14741 Danny Storm ... A Accessories No N
SP1020 branch01 SP1020 North WestB... A Hardware No N
SP1020 DAN-12345 SP1020 Dancing Shoes A Hardware No Ni
SP. Sprint Colour Multi Functional Copier SP2020 2020-103056 SP2020 Hope Works Technical A Hardware No Ne
19-12 Colour Copier SP19-123456 1912-102035 SP19-12  Office Suppli... A Hardware No N
19-12 Colour Copier SP19-123456 1912-102036 SP19-12  Westwood D... A Hardware No N
BSQOZD Sprint Colour Multi Functional Copier SP2020 2020-10201 5P2020 Titan Group A Hardware No Ni
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-10202 SP2020 Office Suppii... A Hardware No Ne
5P2020 Sprint Colour Multi Functional Copier SP2020 2020-10203 SP2020 Westwood D... A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-10204 SP2020 Office Suppli.... A Hardware No N
5P2020 Sprint Colour Multi Functional Copier SP2020 2020-10205 SP2020 Bothas Netw... A Hardware No Ni
Drum 2020-856 77458 Hope Works Technical A Accessories No Ne
Kruger ZN Fax Machine KZN-122TFB 20-98765 ZN122 Hope Works Technical A Hardware No N
Kruger ZN Fax Machine KZN-122TF8 12-98765 2N122 Hope Works Technical A Hardware No N
Copier SP1020 12-12345 SP1020 Hope Works Technical A Hardware No Ni
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-98765 SP2020 Hope Works Technical A Hardware No Ne
SP2020 Sprint Colour Multi Functional Copier ~ 5P2020 2020-5875 SP2020  Hope Works Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-9874 SP2020 Hope Works Technical A Hardware No N
5P2020 Sprint Colour Multi Functional Copier SP2020 2020-9873 SP2020 Hope Works Technical A Hardware No Ni
SP2020 Sprint Colour Multi Functional Copier SP2020 2020-9872 SP2020 Hope Works Technical A Hardware No N
5P2020 Sprint Colour Multi Functional Copier ~ 5P2020 2020-58762 5P2020  Hope Works Technical A Hardware No N
SP2020 Sprint Colour Multi Functional Copier SP2020 20202-9871 SP2020 Hope Works Technical A Hardware No N
5P2020 Sprint Colour Multi Functional Copier SP2020 2020-9870 SP2020 Hope Works Technical A Hardware No Ni
2020 Sprint Colour Multi Functional Copier SP2020 2020-9877 SP2020 Hope Works Technical A Hardware No N
- 5P20. int Colour Multi Functional Copier ~ SP2020 2020-5878 5P2020  Hope Works Technical A Hardware No N~
3
Open Windows ~ | 08Feb 2018

1. The Note Listing for Serial No.: [] screen will open.

2. In this example there are no notes currently linked to the selected

asset.
3. Click on Add.
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=3
Assets - Notes - View, Add

% v Note Listing for Serial No. : 2020-10201 - BPO: Version 2.1.0.45 - Example Company - [m] X

Home | EquipmentandLocations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting Utiies — & X

00 =

Add Save Layout

Comment Date FullName

Open Windows + 08 Feb 2018

1. The Equipment: [] screen will be displayed.

ADD NOTE DETAILS

2. Add the Note details, as required:

* Note Date and Time: This will auto populate with the cur-
rent date and time. You can click on the drop-down arrow
and use the calendar function to select an alternative date, if
required.

* Employee: This will auto populate with the person cur-
rently logged on to the system. You can click on the drop-
down arrow and select an alternative employee, if required.

* Note: Click in the text box and type in the relevant note

information, as required.
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TECHMNOLOGSTES

Assets - Notes - View, Add
SSETS - NOotes - ViIew,
hd Equipment : 2020-10201 - BPO: Version 2.1.0.45 - Example Company [m] X
Home = Equipmentand Locations Contract FinanceandHR  Inventory —Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utlites — & X
e 4
@
Save  Back

Note Date and Time | 03 Feb 2018

Employee Sarah Mider

Note

Open Windows ~

08 Feb 2018

SAVE NOTE DETAILS

* When you have finished adding the note details,
* Click on Save.
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=3
Assets - Notes - View, Add

¥ Equipment : 2020-10201 - BPO: Version 2.1.0.45 - Example Company - [m] x

Home | Equipmentandlocations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiiies — & X

@
Save Back

Note Date and Time |03 Feb 2018 -

Employee | Joseph Tmber -

Note | Monitor toner usage. /‘

Open Windows + 08 Feb 2018 o

* You will return to the Note Listing for Serial No.: [] screen.
* An Asset Processing message box will appear, advising the fol-
lowing:
° Note has been added to Asset No: [].
* Click on OK.
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TECHMNOLOGSTES

Assets - Notes - View, Add
SSEtS - NOotes - View,
A Note Listing for Serial No. : 2020-10201 - BPC: Version 2.1.0.45 - Example Company - [m] X
Home EquipmentandLocations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X
Add Back Save Layout
Comment Date FullName
¥
» Monitor toner usage. 08 Feb 2018

Joseph Timber

Asset Processing

o Note has been added to Asset No : 2020-10201.

Open Windows +

08 Feb 2018

VIEW ADDED NOTE

* You can now view the logged note in the Comment section of this
screen.
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TECHMNOLOGSTES

Assets - Notes - View, Add
SSets otes ew,
¥ Note Listing for Serial No. : 2020-10201 - BPO: Version 2.1.0.45 - Example Company [m] x
Home | Equipmentandlocations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X
Add  Back | Savelayout
Comment Date FullName
¥
» | Monitor toner usage. 08 Feb 2018 Joseph Timber

08 Feb 2018

* Click on Back to return to the Machine List for [] screen.

MNU.007.013
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