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Module:

m/12/101
Understanding asset management

The timeware® asset management module allows you to keep track of 'things of value' to
your company. These things may be as diverse as work boots, laptops, mobile phones and
fork-lift trucks!

Designed initially to provide a method of keeping track of personal protection equipment,
the module has rapidly expanded to include other items including mobile phones and IT
equipment. The module is not just limited to personal items. It has been developed to
include tangible assets such as company vehicles, fork-lift trucks and even items such as
boilers and air-conditioning units. The module allows you to store maintenance records and
even asset disposal information.

Asset Management - X
Desoription: [Compary iphane [#]
Categary [Mobitz phone ~|®
Reference: [iPhone & =@
Status: [Deployed ~®
Lacation |Head Dffice ~|®
Purchase supplier: [02 ~|®
P.0. number PO 158526 Date: [22/11/2021 =]  Amount 600.00_x
Purchase wariarty: |12 Months (1etum to base) ~|®
Purchase terms. | Morthly payment: (lease) ~|®
Training poiicy: ~ |n/a Asset Reference — X
Assel tag 4576358 Seial number: [NIT8736453112 Category: [Persconal protociion equipment [PPE) -]
ar Dafendsrs
Issued date: 2241172021 Refresh dater |22/11/2022 Replaced date: | # / |
Replace eason: [ Stats [D2pioped -] T e o e b
Carierpovider. |02 Purchase supplier: | The Safety Supply Campany Ltd e
Moble number HGES Puichase warianty: |12 Months (ietun to base) - ®
MEL b Purchase tems: | Paidin ful ~|®
Data usage: [Unimited Tianing policy: | ~| @
Operating Spsten:  [Apple Disposal methad: | General waste - ®
Essential informalion Dispaeal compeny: | =[]
Personnel | - X
Employee ID: > First name: [Michael Last name: [Coope [ X}
add | Edt |  Dpees | B Hisc ¢ lane ous (Assets)
“Ganeral
4 | 4 [Fecerd of 1 Groupings
Emplaymant
£800.00
)
e Copy Close
» | M

Notapsd
Employee Self service
- Mobile Worker
Vehicle
Health

Appraisal
- Working Time Regulations

o | D

sdd | Ed Delete |  Fnd. | Refesh Preview Copp.. |  Cose |
14 | « [Recod 2 cfst 2L

m/12/101
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Module:

m/12/110
Adding an asset

m/12/110

1. To access the timeware® Asset Management, select the Asset Management Quick Link,

Quick Links
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Module

Absence Management

g

Absence Statistics

C

Attendance Adusiments

B

Planner

Attendance Display Panel

<

Asset Management

Or, select File, then Asset Management...

il File | View Tables Sortand Filter W

Calculation...
- —
c
Berzonnel... ]
Planner... go
Absence Management... 1 g
. 3 48]
GP5 Tracking (3L =
Attendance kg ©
n
Job Costing ¥ i %
Cost Centre [ g
MAccess Control Yy 030
oo
|° Asset Management... c
c
Dashboards... 4 @
Attendance Display Panel... 2 '5
Sy
Reporti 3 [00]
Reporting | OI
Exports... : N
Sage Payroll 3
t
a Preferences... |
Log Off - admin i
Exit AttF4 1
T £
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= 2. The Asset Management Screen will appear at the last viewed Asset.
n
oy
= g Asset Management — w
-
~N Description: |Ea| Defenders 9
N =
— O = Options (General ___________________________________________________________________|
~ ; ....gi‘ngm ) Category IPalsnna\ protection equipment [FPE] ;I @ Tniﬂzzzacﬁcsfnﬁzzﬂl
- Ownership
E (dJ] Service Agreement Reference: IEal Defenders LI @
" E - Physical Inspection\Service Status: |Deployed ;l -]
Disposal . -
2 - - User Defined Fields Location: [Head Dffice Raf--J
s | Documents
-U m - Netepad Purchase supplier: IThe Safety Supply Compary Lid ;I @
(@] E'o P.0. number: | Date: [16/03/2021 |  Amount: | 1000_x|
E - — Purchase warranty'|12 Months [return ta base] ;I @
g Purchase terms: IF'ald in full ;I @
< Training policy: I ;I @
Asset tag | Serial number. |
|zsued date; 7 - Refresh date: | / / vI Replaced date: | / / vI Expiry date: I A j'
Replace reason: I
Size, IElne Size Fits All
Quantity: 1
Eszential information: [Each employee must have a protective helmet to work in the factom
Add | Edit Delete Find.. I Refresh Preview... Copy... I Cloze
1| 4 [Recodzof 4 (L]

Press <Add> to add a new timeware® asset record. All the fields will turn blue, and will
be ready for you to enter asset details. We'll cover the information you need to inputin
the sections to follow.
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Module:

m/12/120
General

The general section of the Asset Management module contains information vital to the
Asset itself. These are things such as if the Asset has been deployed, it's warranty details
and any training requirements for the Asset to list a few. For this example, we will use a
mobile phone.

Asset Management — s
Description: IEDmDany iphone e
[=- Options
G | i To select a phat ight
e} Coegoyy [Vt prone e bR
- Ownership
Service Azraement Reterence: IlPhone B LI @
- Physical Inspection\Service Status: |Dep\nyed LI oo}
- Disposal
- User Defined Fields Location: IHead Office LI @
- Decuments.
Notepad Purchase supplisr: IDZ ;I @
P.O.rumber: [P 159526 Date: 2241172021 =] Amount | 500.00_x |
Purchase warranky: I 12 Months [return ta base) j @
Purchaze terms: IMontth payment (lease) ;I @
Training policy: In/a LI @
Asset tag: |ag7oaes Serial number: [NI18736463112

|ssued date: 2211201 vI Refresh date: |22ﬂ1f2D22 hd Replaced date: | / / hd Expiry date: I 4 4

Replace reason, I

Carrier provider: IDZ LI @
tohile nurmber ID?M 2059 523

IMEL [néa

Drata uzage; IUnI\mited

Operating System: IADDIE

Exssential information:

Add | Edit Delete Find... I Refresh I Preview... I Copy... Cloze
4| 4 [Recod Taf T |

m/12/120
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1. Select the category which will contain an option for the type of asset this will be. In this
instance, a mobile phone.

N Asset Management — X
~
N Description: ICompany iphone 0
—
~ E [=- Options
i...Ganeral Category IMDh\IE phone d o To select a photo use right
E a |- Ownershi mause slick on the bax.
|- Dwnership
c ' Sendce Agraament Ficference [iPhone & @
ai (o] - Physical Inspection'Service Status [Deployed e
i Dispesal
3 o | UsarDafined Fielss Location: |Head Oifice ~|®
i Documents
-U ' Notapad Purchase supplier IDZ j @
(=} P.0. number |Po 158526 Date: [22/11/2021 | amount: | 800,00 v |
E Purchase warranly:l‘\ 2 Months [retun to base] ;I @
Puchase terms: | Manthly paymen: [lease) e
Training policy: In/a LI o
Assettag |asvasss Serial number. [NI18736463112

Issued date: |22A11/2021 x| Refresh date: [22/11/2022 v|  Replaced date: | / / ~| Expiydate: | /¢ -1

Replace reasor; |

Carrier provider. |02 ~|®
Mobile number: |D?41 2059583

IMEL: [n/a

Data usage: [Unlirited

Operating S pstem: IAppIe

E ssential information:

Add Edit Delete Find, Refiesh Preview. Copy. Close

| 4 |Record?ofl » | w

2. Select the asset reference. Depending on your configuration, the asset reference may or
may not automatically fill out certain fields within the general section. The reference is
designed to save time when you are inputting multiple assets by automatically filling out
certain fields.
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3. The only extra mandatory fields you will need to fill in within this screen:

s Status

= Training policy

m/12/120

(1]
-
(]
c
(]}
(&)

Other fields are optional and at your discretion.

2
=)
°
o
=]

4. Depending on the category, the bottom half of the page will be different i.e. a mobile
phone won't need a clothing size option. These are optional.

Carrier provider: |D2 LI @
Maobile rurmber: |D?41 2059533

IMEI: Inda

Data uzage: |Unlimited

Operating System: |Apple

Eszential information:

J Find... Refrezh Freview. .. I Copy... I LCloze

kM
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Module:

m/12/130
Ownership

m/12/130

Ownership of assets can be given to individuals or assigned to company use. Assets that
are companywide can be pieces of equipment that belong to the company as a whole i.e. a
server or a boiler.
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Asset Management

Description: |Eompany iphone

[=- Options
- General

+-Ownership

- Service Agreament

- Physical Inspection\Service
.. Disposal

+ User Defined Fields

L. Notepad

Add | Edit I Delete Find... I Refresh I Preview... Copy... I Close
M| o [Recod 1o 4 AL
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1. Select the ownership tab, then right click and press New.

- General
-~ Ownership
- Servica Agreement
- Physical Inspection\Service
- Disposal
- User Defined Fields
- Decuments
Notepad

(]

m

: Asset Management — =
N Desciiption: |Company iphone o

: = Options

=
=
M
=
]
=
S
@)

@2
>
.=
o
=]

View details...
[ Print preview...
= Print
D) Reset grid

2. In the new window that opens fill out the assigned to section (if an employee, select the
person)

Asset 'Ownership' - (Mew) X
petails |
Assigned to. | Person ~|@  Select Person

Employes ID
Status Active - .
Checked-out [Mon 22 Nov 2021 = Last name:
sl ﬁ. & Select Person

File Mame o

t2-0840 Training guide: asset management
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Once the asset has been updated the employees personnel record will show the
assigned asset.

Personnel — X v
\
Employes [D: 2 Fistname: [Michael  Lastname [Coope @ ~N
[=- Essential Miscellaneous [Assets] :
General
e =

Employment
- Right to Work

Disclosure and Barring Service
- Training and Qualification Matrix o
= Miscellaneous Personal protectio... Ear Defenders Ear Defenders Wed 15 Sep 2021 Active £10.00

- Personal Muobile phone iPhone 6 Company iphone Tue 30 Nov 2021 Active £800.00
Contact Details .

- Training and Qualifications

=
=
M
o
]
=
S
@)

2
=)
.=
o
=]

Achievements

- Education
Disciplinary

-~ Interview
Accident or Injury

- BankDetails
Pension Details

- Union Details
Assats

- User Defined Figlds
Documants

- Notepad

i Employee Self Service

¥ Mobile Worker

¢ Vehicle

¥ Health

¥ Appraisal

¢ Working Time Regulations

add | Edt | Delete | Fnd. | Rehesh | Preview Copy Close |

M | 4 [Record 2o 51 L
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Module:

m/12/140
Service agreements

m/12/140

The Asset Management module has the ability to store any service agreements for
particular assets so that you can keep effective track of these agreements.

w0
]
C
(]
E
a
(J]
g
b0
(1]
(]
=
>
el
(o]
n

2
=)
.=
o
=]

Asset Management

Description: ICDmDany iphone e

(- Options

General

- Dwnership
Service Agreemant

- Physical Inspection\Service
Disposal

- User Defined Fields

-~ Documents

- Notepad

Add | Edit Delete I Find Refresh Preview. I Copy. Close I

M | 4 [Record T of4 | m
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1. Select the Service Agreements tab then right click and press new.

Asset Management = X

Desciiption: [Eas Defenders [ ]

=- Options
- Genersl
- Ownership
- Sarvice Agreement
- Physical Inspection\Service
. Disposal
- User Defined Fields
- Documents
" Netepad

m/12/140

n
]
o
(]
E
a
(J]
e
b0
(1]
(J]
=
>
el
(]
wn

Module

©

Amend...

0 Delete

L] Print preyiew...
I%l Brint

D) Resetgrid

2. In the new window that opens fill out the fields within this section. You also have the
option of adding documents to this record. To add these right click in the blank space at
the bottom of the page and press new.

e
c

(]

g Asset ‘Service Agreement’ - (New) X
[eYo] S
g} -

c Agreement type: | Hardware maintenance ~|®

E tgreement status: | On support B

- Period covered:  [wed 15Dec 2021 =] to [wed 15 Dec 2021 »|

(<] Auta renew

0n

% Suppler |az B

@ PO rumber  [POZ24542 Purchase date: [1512/2021 =]  Purchsse amount 10000~

o

3 Contact (1): |

g Telephone: |

c Emal | (]

= ontact [2]

c C 2

E Telephone: |

= Emal | (]

Q Nots

00}

<

~N

)

LCancel I Ok
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Module:

m/12/150
Inspection

Assets from time to time require inspections to see if the product is running up to standard.
This might be a contractual agreement that a company may put in place for an employee to
make sure the assets they are given are up to scratch.

Inspection

o
LN
\2B
~
N
2B
~
=
&
=)
O

o
=

Agcet Management — *

Descriptior: IEnmpany iphane e

=- Options Physical Inspection\Service

i General

- Ownership

- Service Agreemant

‘. Physical Inspection\Service
- Disposal

i.. User Defined Fields

... Natepad

Update I LCancel

14| « [Editing recard rIn
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1. Select the physical inspection / service tab then right click and press new.

Asset Management = X

Desciiption: [Company iphone (4]

=1 Options

- General

- Ownership
Service Agreemant
Physical Inspection\Service
Dispesal

- User Defined Fields

- Documents
Notepad

m/12/150

© T

Amend...

) Delete

View details...

Module

[_] Print preview...
I%I Brint

D Resetgrid

wn
]
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2. In the new window that opens fill out the fields within this section. You also have the
option of adding documents to this record. To add these right click in the blank space at

= the bottom of the page and press new.

(]

g Asset 'Physical Inspection’Service' - (New) X
%0 Detals |
c Service tppe: IFuII SEMICE ;I @

E Service date: ton 22 Nov 2021 'I

45 Supplier ICH ~|&

a F.0. rumber: |PO3267633 Purchase date: [09/12/2021 Purchase amount: 100.00 'I
o]

& Contact: [Jane Doe
_'9 Telephone: I[I1 7B 783 222

EO Emall |support@company.co.uk (=]

go Dizposal company: |02 LI c
c
a Notes

—

—

Q

S

Q

<

~

i)

LCancel Ok
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