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1

Introduction and Benefits of Asset Management

Information Technology Asset Management (ITAM) enables an enterprise to respond more
quickly to competitive pressures, manage rapid technological development, control costs, and
facilitate change. More than an inventory to count PCs, IT Asset Management is the integration
of asset tracking data, demographic and contract management information. The management of
asset information includes attributes such as make, model, serial number, type/speed, size of
RAM, size of hard drive, etc. Managing demographic information includes cost information,
user information, business unit information, budget code, ownership or lease information, etc.
The management of contract information may include aspects such as break/fix maintenance,
help desk support, leasing and software contract data, etc.

While asset management tools alone do not constitute an asset management program, they
facilitate an enterprise’s ability to automate the implementation of asset management programs
while providing valuable decision support data.

The following is an outline of two categories of asset management tools that Getronics utilizes.
They are part of the MRO/MCEmpower asset management software solution:

e IT Asset Management Repository and Web Tools (ValueWeb, ValueWise and
Enterprise Explorer): An asset management repository that contains information on the
physical, financial and contractual information associated with an enterprise’s software
and hardware IT assets across multiple platforms, including network assets. The data is
maintained in a set of tables called ValueWise (VW) and the web interface for the
ValueWise database is called ValueWeb.

e Auto-discovery Tools (i.collect): An auto-discovery tool collects point-in-time physical
data on an enterprise’s networked IT assets (i.e., memory, processor, and software
version). The process of maintaining an accurate inventory must, at some point, include
a physical inventory of all network and non-network assets (i.e., locally attached
peripherals, assets in storage closets, etc.). The data is maintained in a set of tables called
Enterprise Explorer (EE).

Another important toolset in maintaining the integrity of the asset repository is a set of
processes that are adhered to by everyone involved with the asset management implementation.
Getronics has developed a standard set of Asset Management processes that involve all tasks
relating to the asset management implementation. These processes can be found in Appendix
C.

There are many benefits for an organization to have Asset Management services. Knowing
what is in the IT environment enables an enterprise to manage its IT resources more effectively,
make sound decisions on PC migration planning, software license purchase decisions, PC
upgrade planning, and overall contract management.

The key components of Asset Management include the following:

1. The capture of hardware and software configurations, location, and financial data from
PCs and peripherals through the following stages of their lifecycle:

e Planning
e Acquisition and Configuration

Getronics Proprietary 1
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Inventory
Deployment
Maintenance
Disposal

2. Maintenance and Updating of Data through:

e Periodic automated inventories
¢ Real-time entry of maintenance and support data
e Generation of customer reports

3. Utilization of captured data as the basis for developing management practices including:

e Support corporate strategic planning
e Reduce acquisition costs
¢ Reduce deployment costs

Together, these asset management activities capture information about day-to-day operations
that effect future purchasing decisions.

What are the benefits of Asset Management? Through effective Asset Management
organizations can:

¢ Reduce software purchase costs through volume-leveraged purchases. Software
licenses can be recouped for reutilization during disposal.

e Reduce end user support costs; helpdesk personnel will have up-to-date PC
configuration data available.

e Software copyright violations can be reduced by periodic analysis of software
licensing on PCs. This can identify any unauthorized titles.

e The implementation of ongoing asset tracking will deter theft by closely tracking
assets.

o Efficiently plan technology refreshes of equipment and component installations,
since units can be verified before updated or replacing equipment.

Maintaining accurate data will support strategic business planning by providing an accurate
basis for understanding the costs of migrating to new hardware and software platforms.

The next section of this manual describes all of the tools associated with Getronics’ asset
management service offering in further detail.

Getronics Proprietary 2
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2 Getronics Asset Management Tools

Getronics Asset Management Service offering includes a suite of tools that enables you to
perform asset management to the highest level. The tools allow you to view, manipulate, collect
and report on various data within the asset repository.

2.1

2.2

2.3

2.4

2.5

ValueWeb

ValueWeb is the web-based interface to the ValueWise asset repository. ValueWeb is
used to access and perform Asset Management tasks via the Internet, using a web
interface. For those of you who currently utilize the ValueWise interface to the asset
repository, the ValueWeb interface will replace the ValueWise GUI.

ValueWise

ValueWise is the asset repository in the Getronics suite of asset management tools.
ValueWise is used to manage asset data for the entire life cycle of all types of assets,
including furniture, office equipment, manufacturing equipment, telephone systems,
computers and peripherals, software, and internal hardware data.

Enterprise Explorer

Enterprise Explorer is the software and internal hardware data repository. Enterprise
Explorer is also used to capture and import i.collect scan data into the QA tables which
then go into the ValueWise asset repository. Enterprise Explorer uses a web interface
to view and query internal hardware and software data and configure the i.collect data
collection tool.

i.collect

i.collect is the data collection tool used with the Getronics suite of asset management
tools. i.collect is used to collect demographic, asset, and internal hardware and
software data for import and tracking in the ValueWise asset repository. i.collect can
be configured with customer-specific data to ensure an accurate and thorough asset
database.

GetReports

GetReports is a Microsoft Access database application that provides predefined asset
management reports. The user also has the ability to define and save additional
reports. Reports include:

e Summary and detailed reports, as well as drill-down capability to view further
information of various data attributes.

e Various quality assurance (QA) reports to ensure the “health” of the database.
Analyzing these QA reports periodically will help to eliminate any problems
with the data.

e A custom reporting feature (Build-A-Report) which enables tailoring of fields
and filters for custom reports.
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2.6  GetMaintain

GetMaintain is part of the GetReports program that provides enhanced functionality to
manage data via automated processes which include:

Altering an Asset ID

Bulk Asset Disposal

Bulk Data Collector

Bulk Moves/Changes

Modification of Asset Class
Modification of Asset Make/Model

2.7  AssetViewer

AssetViewer is an add-on to the Getronics Help Desk system that allows the help desk
analyst to view asset data, including demographic, software and internal hardware data.
There is also a stand-alone version and a web version of the AssetViewer for use by
the Asset Manager.

2.8  Auto Push Tool

Getronics employs a back-end automatic push tool to push data from the database to the
desktop. When database changes take place, data generated by the i.collect scan tool at
the desktop is updated. This keeps the desktop and asset repository data in sync. This
tool is used by Getronics Engineers and will not be used by the Asset Manager.

Getronics Proprietary 4
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3 Asset Management Concepts

Asset Managers must thoroughly understand certain asset management concepts in order to
effectively use the Asset Management tools covered in this Guide. The concepts covered in this
section are generally necessary for use with ValueWise, ValueWeb, GetReports, and
GetMaintain, but encompass the Getronics Asset Management model.

Appendix C contains a glossary of terms for asset management tools and concepts used in this

Guide.

3.1

Systems

The definition of a System is a group or arrangement of items that relate to or interact
with each other to form a whole. In IT Asset Management, the group or arrangement of
assets that interact with each other to form a whole is a System. A system can have one
or more assets in it. There is no set number of assets in a system, however, there are
differences in the types of assets in different systems.

Workstation Systems

Let’s take three assets (CPU, monitor, and local printer) and put them together on a
desk. These assets collectively form a Workstation System. In many IT
environments, this is referred to as a seat. The Workstation System has the same ID as
the asset ID of the core asset (desktop, laptop or server) within it. A Workstation
System must have a core asset and can only have one core asset. The Workstation
System has a user, which is the user of the assets within the Workstation System. The
Workstation system has a location, which is the location where the assets in the
Workstation system reside. The workstation system has a status which tells us if the
system is Active, Pending or Disposed.

Printer Systems

Printer Systems must contain one network printer. The Printer System has the same
ID as the Network Printer. Printer systems usually do not have children (except in the
case of a piece of furniture such as a printer cabinet). A Printer System must have one,
and only one, network printer in it. Printer Systems share the same user and location
concepts of Workstation Systems. The printer system has a status which tells us if the
system is Active, Pending or Disposed.

Stock Systems

In a large IT environment, we track many assets that do not neatly fall under the
Workstation and Printer system types. For instance, we could have many CPU assets
that are not yet grouped with monitors and software to form a whole Workstation
System. These assets may be on shelves or in warehouses waiting to be deployed, but if
you think of these assets in terms of “a logical group of related assets” then you have
just defined a Stock System, which is made up of all the stock assets that are located in
that room. There would be one Stock System for each stock location that is managed.
There can be an infinite number of assets in a stock system. The user associated with
the Stock Room System is usually the person designated “in charge” of that room.
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Equipment Room Systems

Equipment Room Systems can be wiring closets with racks, bridges, routers, etc., labs
with several assets that are continuously being reconfigured and moved from one
grouping to another, or server rooms with large amounts of shared equipment not
necessarily associated with only one server. These are examples of assets that do not
easily classify as workstations, nor are they stock assets. There would be one
Equipment Room System for each equipment room location that is managed. There can
be an infinite number of assets in an Equipment Room System. The user associated
with the Equipment Room System is usually the person designated “in charge” of that
room.

Disposed Systems

Disposed assets are put into their own system called “Disposed.” There is only one
Disposed system in VValueWeb. All assets placed into the Disposed System must have a
status of “Disposed.” Disposed Systems have a user and location of N/A.

Key Attributes of Systems:

e Systems have types WORKSTATION, PRINTER, STOCK,
EQUIP_ROOM, DISPOSED

e Systems have IDs For Workstation Systems and Printer
Systems, the System ID is the same as the
Asset ID of the core asset. Stock,
Equipment Room systems have an ID that
corresponds to their location. The
Disposed System has an ID of Disposed.

e Systems have statuses  Active, Disposed, Pending

e Systems have A location is associated with a system not
locations an asset.
e Systems have Users A user is associated with a system, not an
asset.

Table 1. Key Attributes of Systems

Let’s explain the lifecycle of an asset in terms of its system. An asset starts in a stock
room (location and user are defined by the location and user of the stock room where it
is located). When the asset is taken from the stock shelf and grouped with other assets
at the time of deployment, it is linked to a System with an appropriate location and user.
As the system moves from location to location over its life cycle, the assets within the
system are moved from location to location. If the system is surplused and returned to
the stock room, each asset is moved out of the system into the Stock Room System.
When the asset is ready to be disposed it is moved into the Disposed system. It is not
necessary for all assets in a Workstation type system to be surplused or disposed of at
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3.2

the same time. In some cases a monitor in a workstation system may be returned to
stock and the CPU disposed. Table 2 illustrates the asset lifecycle in terms of systems.

Assets are received | CPU, monitor and Employee CPU has
and moved intoa | printer deployed leaves: CPU, | reached the end
Action stockroom. to a cubicle. monitor, and of its useful
printer go back life. CPU is
to stockroom. given a status
of disposed.
System Stock System Workstation Stock System Disposed
Type System System
User and | User and Location User and User and N/A and N/A
Location of Stockroom Location of Location of
Workstation Stockroom

Table 2. Asset Lifecycle in Terms of System

One rule to remember regarding Equipment Room Systems and Stock Systems: The
operational workstations and servers that are located in those rooms should be classified
as individual Workstation Systems and not part of the Equipment Room or Stock
System. For example, if you have a working desktop and monitor setup in an
Equipment Room, it is considered a Workstation System, NOT part of the Equipment

Room system.

Assets

An asset is defined as an item of property regarded as useful or valuable to have. In the
IT Asset Management environment, examples of assets are desktops, laptops, printers,
licensed software, external hard drives, etc.

Key Attributes of Assets:
e Assets have IDs

e Assets have classes

e Assets have statuses

e Assets have cost centers

This is the bar code number on the

asset tag.

CPU, Printer, Handheld, Software,

etc.

Active, Disposed, New, On-Loan,

On-Repair, Surplus.

The cost center is associated with the

asset, not the system.

Table 3. Key Attributes of Assets
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3.3

Core assets

Certain types of assets have been designated as core asset types. For standard IT-type
installations, these include Desktop, Laptop, Server, and Network Printer. These core
asset types are the only asset types that can have children assets linked to them. The
first three can appear in Workstation systems where the System ID is the same as the
asset ID. Similarly, Network Printers appear in Printer Systems where the System ID is
also the same as the asset ID and they can appear in Stock Systems. All other asset
types (i.e., monitors, scanners, CDROMS, etc.) must either be children of a core asset
type, or be in Equipment Room systems (training rooms, server rooms, telephony
cabinets, etc.) or be in Stockroom systems. Desktops, laptops and servers can have
monitors and local printers directly linked to them. Furniture is really the only child
asset that can be linked to a network printer. A core asset cannot be a parent of, or be a
child of another core asset.

Sites and Locations

Sites

A site is a geographical facility with a physical address (i.e., 1234 Main Street) where
IT assets reside. A site may be a corporate campus with multiple buildings, a military
base, or a single building.

All sites must be created in the ESC Help Desk System (if used by the contract) or
manually updated from customer provided data (if not used by the contract).
Additionally, since sites are managed from the help desk system, any addition, update,
or deletion must come from there.

Locations

Within a site, there are many locations that pinpoint exactly where a system can be
found. Locations indicate the building, floor, room, desk level, or a combination of
these. For locations, only building is mandatory and “N/A” is acceptable, and it is not
necessary to track down to the desk level unless required by the customer. So, while a
site will tell me that | am at the corporate headquarters of XYZ Corporation on
Waterford Street in Capital City, USA, the location will tell me that | am on the twelfth
floor of Tower B in room 1204. The location is linked to the site in ValueWise.

The location is referenced by a unique location code. Care needs to be taken to make
this location code meaningful, yet not unruly. For example, if you create a location you
could easily wind up with very long Location codes where the site, building, floor, and
room are all put into one field. Try to avoid this situation if at all possible.

| |

SITE LOCATION
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3.4

3.5

Cost Centers and Departments

Cost Centers

The Cost Center table is used to store accounting codes/names of an organization or
functional area of a company. A cost center is assigned to each asset for cost tracking
purposes. The Cost Center table includes a unique code and description.

Departments

In order to accommodate numerous requests to have a roll-up for cost centers into
“super cost centers,” the Department table has been created. A Cost Center will belong
to a Department (an “N/A” entry is available if your contract does not use department
data). Therefore, a Department is made up of one or more Cost Centers.

Only Assets have cost centers. A cost center must belong to one department.

Reporting summaries can be provided by Cost Center and Department. This means an
additional level of discovery during implementation is needed to see where this rollup
linkage is needed. Whoever does this part of the discovery needs to focus on this aspect
and develop a “cross reference” of what Cost Centers make up each Department.

A department and cost center can have the same name and you can have just one cost
center in a department, but a cost center must belong to a department.

If it can be determined that there is no use now or in the future for this kind of linkage,
then it is not mandatory. Just use the “N/A” entry.

Cost Center-Departments can be created in the ValueWise GUI.

Asset Classes and Asset Types

All assets have a class and a type. Simply put, asset types are a further refinement of
asset classes. For the most part, asset class and type are one and the same. A hub has
an asset class of "HUB" and an asset type of "HUB." A modem has an asset class of
"MODEM" and an asset type of "MODEM." But any device that is "intelligent" such as
a desktop or laptop has a class of "CPU." In this case, the asset type breaks down the
specific type of CPU. Thus a desktop has class of "CPU" and asset type of
"DESKTOP." A server has class of "CPU" and asset type of "SERVER." Printers are
also similarly broken out. All printers have a class of "PRINTER", but have an asset
type depending on how they are employed - either "PTR-NW" or "PTR-LOCAL."
Another example might be for assets which have a class of "AUDIO-VISUAL," but use
the asset type to define whether they are: "PROJECTOR," "READER-BOARD," "TV,"
and "VHS PLAYER."

There are two reasons for this setup. A Dell Optiplex 12345 might be used as either a
desktop or a server. Since a make and model must be tied to a unique term, we use
CPU as the generic term and then use the asset type to properly define how the device is
being used. The second use is as a roll-up for reporting purposes. Thus, there are report
capabilities based on either asset class or asset type.
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4 \ValueWeb

ValueWeb is the web interface to the ValueWise asset management database. ValueWise is an
integrated software package designed to manage and control all asset information in your
organization in a centralized database. As with similar software packages, ValueWise controls
the entire life cycle of all types of assets, including furniture, office equipment, manufacturing
equipment, telephone systems, computers and peripherals (including specific configuration
information), copiers, fax machines, etc. ValueWeb allows you to access and update the
ValueWise database from the Internet using a web interface.

This section covers the requirements you need for accessing the ValueWeb web interface, how
to log into ValueWeb, and navigating through the ValueWeb GUI.

4.1  Getting Started

41.1 Requirements for Using ValueWeb

You will need a few things before you start using the ValueWeb interface.
Below is some information you will need for connectivity to ValueWeb.
You can get this information from your Network Administrator or your
ITAM Project Manager.

Web browser (Internet Explorer or Netscape Navigator)
Address of the Web gui (http address)

Login Credentials (user ID and password)

The database name you are accessing

Java 1.4.2_05 plugin

4.1.2 Accessing ValueWeb and Login

The first step is accessing the ValueWeb site. The site is located at:
http://valueweb.us.getranet.com/valueweb/VValueWebJApplet.html. Copy
and paste this link into your browser, or click on this link to go to the
ValueWeb web site. Your web browser should display the screen illustrated
in Figure 1.

| 3 eiacosien Vabmitel e Aaga
O - 2D O e @ @ 3-5 5O E B

T p—— Ry e ¥ B G
S5 At i i b ] Bty Goborcs ot Ml ] Mt Velmwob 43 Washegtenbost ] Shachere

BOFTWARE

@ e@
ValueWeb :

Version 4.3 / e
Qe

MRO Software - ValueWeb 4.3

Eater yons user namme, parrwerd ind account (f sppicabin), ien chck 'OR
The sgpbcation wnl ba launched in a separste window

Jam 142 05 F ValaeWeb Applet please chike fers s dvwnload ind matall

Figure 1. ValueWeb Main Screen.
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Once you’ve opened the main screen of ValueWeb a security screen will
appear asking if you want to trust the signed applet distributed by MRO
Software Inc. as illustrated in Figure 2. If you click “Yes,” the screen will
appear each time you access this site; if you click “Always,” the screen will
only appear the first time you access this site; and if you click “No,” the
login screen will not appear. Click “Yes” or “Always” to accept the security
validation.

Warning - Security g|

% Do yaou want ta trust the signed applet distributed by "MRO Software [nc"?

Publisher authenticity verified by "Thawte Consulting cc"

J;L§ The security cerificate was issued by a company that is trusted.

w§ The security certificate has not expired and is still valid.

Caution: "MRO Software Inc" assers that this contentis safe. You should anly
acceptthis content if you trust "MRO Software Inc" to make that assertion.

Mare Details

| Yes || Mo || Always |

Figure 2. Security Authenticity Screen.

After you have accepted the Security validation, the login screen will appear
as illustrated in Figure 3.

£ Maximo MainCo... E@El

Mame: ISERID

Pazawword, | FFFFaEaw

A coount: COhAP ARy

|:| Change pazsword after login

[ b H Cancel l

Figure 3. ValueWeb Login Screen.

There are three fields in the ValueWeb login screen. You need your
ValueWeb login credentials to access the ValueWeb interface. If you do not
have login information, contact your Getronics ITAM Team member.

Complete the login screen as follows:

e Name: Enter your user name

e Password: Enter your password

e Account: Enter your account name (usually a short acronym for
your company name)

Getronics Proprietary
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Once you complete the login screen, click OK and the ValueWeb interface
will appear.

41.3 ValueWeb Interface

The ValueWeb Interface contains three sections as illustrated in Figure 4.
All of the ValueWeb functionality is performed within this interface.

The most significant difference between the ValueWeb web interface and
the ValueWise desktop gui is access to all of your functions will be
performed through the treeview list on the left side of the screen instead of
the main desktop area. When you click on a list to view in the left pane, it
will appear in the main desktop area of the web interface.

Appendix A contains a detailed map of the default TreeView configuration
with a description of the folders and lists in the Ongoing Asset
Management group.
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ValueWeb Toolbar

The ValueWeb toolbar displays shortcut
icons to some of the most frequently used
functions. To see a particular function,
place your mouse pointer over the icon for a
descript}on of the shortcut.

. Maximo MainControl 4.3.2 - SWM.YW

File Edit View Ongoing Asset Management  Tools /Help

OB o2

Aszzet Manager ]

Procurement Manager ]

Ongaoing Asset Managemerit ] SOftware- Va I u e we b

= 4 Actions

r& Mass Move System
Q Change Marager for System

= Lists

& Q& Assets From Scan Files
& Asset Adustmert Codes
B, cost Conter
H Disposed Assets
o Makemoel
B ansssets
& LoanRepalr
H Mew Aszsets
& Aszset Equipment Type
0§ nsset Classes
f% “endor
) Systems
] Set Defivitions
| EE Diata (HarchwareiSottwars)

Contracts \ ]

AN

\

\

ValueWeb Treeview \

This column of the ValueWeb interface is
called the Treeview. This view enables you
to view and create groups, folders, and lists
for use with the web gui. The first level
represents groups. The first folders represent
the folder. Click on the plus (+) sign to the
left of the folder to view their contents.

Figure 4. ValueWise Web Interface

ValueWeb Desktop

The ValueWeb desktop is where lists,
searches, and functions appear when you
click on a function in the TreeView.

When a new screen appears, it will appear in
this section of the ValueWeb interface.

Getronics Proprietary
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4.1.4

Toolbars and Menus

The dynamic toolbars and menus in ValueWeb display shortcuts to the most
frequently used functions. Each screen has its own toolbar and file menu
options. This manual cannot cover all of the toolbars and menus for each
screen, but describes some of the toolbar icons and file menu options you
will use frequently.

1. Toolbar Shortcuts

The ValueWeb toolbar has several icons that represent shortcuts to
frequently used features. Table 4 below illustrates some of the common
icons you will see on the toolbar. You can also hover your mouse
pointer over an icon on the toolbar to see a short description of the
shortcut.

Each of these icons enabled with the current active window. For
example, if you have the asset list open, then the icons will apply to tasks
relating to assets. If you have the system list open, the icons will apply
to systems, and so on.

Toolbar Function

Icon

il Configure System

X Delete/Dispose

A Exit ValueWeb

O Export to Table

=T History

P Move System

O New Record

e Open Selected Record

o Refresh

-] Remove Selected Record from List

Table 4. Toolbar Icons

2. File Menu Shortcuts

The File Menu is also dynamic. Each function has it’s own shortcuts on
the File Menu, which are similar to those on the toolbar. The icons you
see in Table 4 above, are the same icons in each File Menu and represent
the same functions as those on the toolbar.

Getronics Proprietary
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415 ValueWeb Screen Icons
ValueWeb has icons throughout the screens and lists to help you to access,
create, and maintain data. Table 5 describes those icons that are common to
most screens in ValueWeb.
Icons Location Purpose
This icon appears to the right of Click this icon to bring up a search page
m some of the fields within the for that particular field. You can import
ValueWeb screens. data from the search page into the current
screen you are working with.
This icon appears to the right of
some of the fields within the Click on this icon to clear data out of this
ValueWeb screens. field.
This icon appears in the bottom
right- hand corner of most of the Click on this to save a record. The screen
;
ValueWeb create and properties stays open.
screens.
This icon appears in the bottom
right- hand corner of most of the
ValueWeb screens. Click on this icon to close the screen.
This icon appears in the bottom
right- hand corner of most create
and properties screens. Click this icon to save and close a record.
This icon appears in the bottom
Mewy right-hand corner of most of the Click this icon to create a new record.
lists.
This icon appears in the b_ottom _ o
right-hand corner of the lists. Click this icon to open a record.
This icon appears in the bottom Click this icon to delete a record. Use
right-hand corner of most of the caution as this deletes the record from
lists. the database.
This icon appears in the bottom Click this icon to remove a record from a
right-hand corner of the lists. -
list.
E] This icon appears in the bottom left- CI'.Ck this icon to go to the previous
hand corner of the record screens. object/record.
E] This icon appears in the bottom left- | Click this icon to go to the next
hand corner of the record screens. object/record.
E] This icon appears in the bottom left- | Click this icon to open a new object/record
hand corner of the record screens. screen.

Table 5. ValueWise Screen Icons

Getronics Proprietary
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4.2  Groups, Folders, Lists, and Actions

ValueWeb comes preconfigured with several actions, groups, lists and folders,
depending on which set of permissions you have. Groups, folders, lists and actions are
important in keeping your data organized for easy retrieval.

This section covers how to create, manage and delete groups, folders, lists and actions
from the ValueWeb interface. Figure 4 illustrates Groups, Folders and Lists and
Actions in the left pane in the ValueWeb interface. These items depicted in Figure 4
may differ slightly from your configuration.

Refer to Appendix A for a complete list of the Ongoing Asset Management Group

folders and lists.

Actions:

The top pane of the list
menu is for Action Lists
and Folders. You can
create lists of Actions in
this pane.

[

Azzet Manager

-

l

Procurement Manager

-

l

Ongoing Asset Management

<«

i
=

mi

4

= 4 Actions
-

Change Manager for System
Configure System

= O List
B |

==
=

|
=

=

& Dizpozal Codes

& 02 Assets From Scan Files
& Atszet Adustment Codes
\B| Cost Center

B Dizpozed Assets

F Makemiodel

B 21 assets

% LoanRepair

B Mewy Azzets

& tazzet Equipment Type
03 asset Classes

ﬁ% Wendor
Department
System Cperations
et Defintions

Lzzet Data Lists
System Data Lists

=
=
+ || EE Data (Hardvweare/Softuwars) '\
I
e

\

Groups:

Groups are the highest level
of organization in
ValueWeb. There are
several preconfigured
Groups in ValueWeb.

Lists:

The Bottom pane of the list
menu is for Data Lists and
Folders. You can create
and organize folders and
_data lists in this pane.

Figure 4. Left Pane or “Tree View” of ValueWeb Interface
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1. Groups

Groups are the highest level of organization in ValueWeb. Groups
represent major functions such as Procurement, Asset Management,
Contracts, etc. You should not delete any of the existing groups without
first contacting the ITAM team. You can add groups according to your
requirements.

Viewing Groups

To view a Group, click on the Group heading the lists and folders
within that group will appear.

Creating Groups

To add a new Group right-click on one of the headings of an existing
Group, then select New Group from the menu. You will see the words
New Group highlighted at the bottom of the pane — you must type in a
name for your new group or it will not be created. Your new group
will appear at the bottom of the left pane.

New groups automatically come configured with an Actions folder and
a Lists folder.

Renaming Groups

You can rename any of the Groups in the right pane. Right-click on the
heading of the Group and select Rename from the menu. Type in the
new name of your group; the new name will appear at the heading of
the Group list.

Deleting Groups

You can delete groups in ValueWeb, but it is not recommended to
delete any of the preconfigured Groups. The Groups, Folders and
Lists are organized to ensure proper categorization.

You can delete any of the Groups configured for yourself. To delete a
group, right-click on the Group you wish to delete and select Delete
from the menu. Once you delete a group, you cannot get it back.

Reordering Groups

Another customization tool in ValueWeb allows you to reorder Groups
in a way that is most convenient for you. To reorder a group, right click
on any of the Group names and select Reorder Groups. The Reorder
Group screen will appear as illustrated in Figure 5.

Getronics Proprietary
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r!
%} HoupdSr Srying

Procuremert Manager
Ongoing Asset Management Fy
Contracts

[ OK ” Cancel ]

Figure 5. Reorder Groups Screen.

Highlight the Group you want to move and use the directional arrows to
the right of the window to move the Group up and down as needed.
Click OK when you are finished.

Folders

Folders are the second level of organization in ValueWeb. Folders
allow you to organize your Lists into Groups. You should not delete
any of the existing folders without first contacting the ITAM team. You
can add folders according to your requirements.

Viewing Folders

To view a Folder and the lists within it, double click on the folder itself
or click the plus (+) sign to the left of the folder. The contents of the
folder will appear.

Creating Folders

To add a new Folder right-click on one of the existing folders, then
select New Folder from the menu. A splash screen will appear
prompting you to name your new folder — name your folder and click
OK. You can create folders within the Lists folders or any other
folders. Your new folder will appear in the Group where you created it.

Renaming Folders

You can rename any of the folders in ValueWeb. Right-click on the
folder you wish to rename and select Rename from the menu. A splash
screen will appear prompting you for a new name. Type in a new name
and click OK. The folder now displays the new name.

Deleting Folders
You can delete folders in ValueWeb, but it is not recommended to

delete any of the preconfigured Folders. The Groups, Folders and
Lists are organized to ensure proper categorization.

Getronics Proprietary
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You can delete any of the Folders configured for yourself. To delete a
folder, right-click on the Folder you wish to delete and select Delete
from the menu. Once you delete a folder, you cannot get it back.

Lists and Actions

The left pane of the ValueWeb interface has several lists configured by
data type. The pane is divided into two segments: Actions and Lists.

Actions and Lists are the lowest level of organization and are the tools
that enable you to view, manage, and search data. This Section covers
steps to manage Lists, and the same steps apply for managing Actions.

Viewing Lists

To view the lists of Lists, double click on any of the folders within the
groups, or click on the plus (+) sign to the left of the folder. The lists
within the folder will appear.

To open a list, double click on the List. You can also right-click on a
list and select Open List (or Open Action) from the menu.

Creating Lists

To add a new list right-click on one of the existing folders or lists, then
select New List (or New Action) from the menu. You can only create
Actions in the upper pane and Lists in the lower pane. A splash screen
will appear prompting you to name your new list — name your list and
click OK. Your new action will appear in the upper pane and your new
list will appear in the lower pane.

Renaming Lists

You can rename any of the lists in ValueWeb. Right-click on the list
you wish to rename and select Rename from the menu. A splash screen
will appear prompting you for a new name. Type in a new name and
click OK. The list now displays the new name.

Deleting Lists

You can delete lists in ValueWeb, but it is not recommended to delete
any of the preconfigured lists. The Groups, Folders, Lists and Actions
are organized to ensure proper categorization.

You can delete any of the Lists configured for yourself. To delete a
list, right-click on the list you wish to delete and select Delete from the
menu. Once you delete an action or list, you cannot get it back.

Getronics Proprietary
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Moving Lists

Another customization tool in ValueWeb allows you to Move Lists
between folders instead of having to recreate the list you want to move.
To move a list, right click on the list you wish to move and select Move
List from the menu. The Move List splash screen will appear as
illustrated in Figure 6.

4 '!
Lo Lier

Move the selected node ta the folder:
= |

| System Operations

| Asset Operstions

| St Definttions

___| EE Data (Hardvware/Software)

| As=et Data Lists

| System Data Lists

Figure 6. Move Lists Screen.

Highlight the folder where you want to move your list. Click OK when
you are finished. You will see your list moved to a new folder.

Managing Groups, Folders, Lists and Actions is easy using ValueWeb.
Be sure to organize your Groups, Folders and Lists so you can access
your data quickly and efficiently.

4.3 Queries

Queries are the specific defined values used as a filtering tool to narrow a data record
search to display only those records meeting defined search criteria.

Queries:

Are used as filter criteria for precise data searching.

¢ Have many ways of searching: % - This is the wildcard character used for
generic searching within ValueWeb and represents a character string of any
length. For example ‘A%’ will select all items that begin with the letter ‘A.’
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You can position the wildcard character at the beginning, middle, or end of a
term to narrow your search.

e The only data records that will be displayed are those that match the values
defined in the search arguments. Search arguments are automatically saved when
a list is closed.

Each data attribute in ValueWeb has its own Edit Filter screen with searchable
fields specific to that attribute. All data attributes also have an Advanced Filter
screen that enables more customized queries. Depending on the last query you
did (Basic or Advanced) will depend on what screen you see when you open the
Edit Filter screen. The basic query dialogue box appears much like the record
view. By selecting the criteria you wish to search by, the query is established.

The icons in all of the Edit Filter screens are consistent. Table 6 describes the
functionality of these icons. All of these functions will be explained in detail
within this section of the manual.

Icons Purpose

Once you’ve entered your search criteria, click this button to

search perform your search.

Cancel Click this button to close/cancel out of the Edit Filter screen.

Click this button to clear all search criteria out of the fields of

Clear the Edit Filter screen.

[ Advanced Cuery ]

Click this button to go to the Advanced Query screen.

Click this button to display the Database Sort Order screen.

Table 6. Edit Filter Screen Icons.

431 Basic Queries

You can query all of the lists in ValueWeb to return specific data. The
following example shows you how to create a query. We will use the All
Assets List and create a query to find only Laptop equipment as an example.

When you open the All Assets list you will see several different types of
Assets as illustrated in Figure 7. If you are on a contract with thousands of
assets and you only need to see a portion of those assets, going through all of
the assets in the All Assets list can be cumbersome, so you will need to
create a filter to display only the assets you want to see.
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ociel k...

INSPIROR LAFTOP
Tooooz2 23436 CPU DELL LATITUDE CPX LAPTOP
Toooo: 000123 CPU TOSHIEA SATELLITEP..
Taoooo4 235769 RONITOR DELL 062047
TOO0O0S TEA1245 MOMITOR DELL 0E204T
TOO0OE =8a0 COROM HP COROM X
Toooov ABS0S COROM HP CD RO
TOooos 96637-B PRINTER HP BUSINESS IM....
Eir0S1 2L PRINTER CITOH CI3500 PTR-LOCAL Cravned Active

More Rowes | Count Rowes
[Make and Model] [System] [Corrtract Hems] [Componerrt History] [SuperAsset] [Configure]

Figure 7. All Assets List

To open the Edit Filter screen right click on the list you want to query and
select Edit Filter from the menu. The Edit Filter screen will appear. Figure
8 illustrates the Edit Filter screen for the All Assets list.

Asset D Serial No | |
Azzet Type
Asset Class ID [ Make | 3 @
Model | g @ Description | |
Asset Description J Madel Mumber J
Qurniership Status
Usage Cocde Purchase Price l:l
Purchase Order Number | | Total Cost Adjustment l:l
“alicd From | | “alid Urtil (Replacement Date) (MWLDDMA ™ YY) (me)| |
(T | |
Warranty Start Date (MMDDA Y YY) (me)| | ‘Warrarty urtil (meJ| |
=) | | ) | |
Extended Warr Wendor Data (SKLU) | | End of Lease (MMDDAY YY) (me)| |
(o) | |
System g @ Chargehack Group | |
System Type |
Valid Lintil |
Facility Building | |
Floor Room | |
Desk
Fixed Ssset D | | Cornnents
Technical Status | Invertoryi collect Sves Provider |
Tech Performing Scan | | Invertory DatelMMDDN YY) (me)| |
a0 | |
Disposal Code | SuperAsset | m @
Date Accepted (me)| | Priority |
(Toy | |
Date Disposed (MDD YY) (me)| | Replaced On (MMDDA YY) (me)| |
=) | | (T | |
Wizrrarty Type | | “endor |
Category |
[ Search ] [ Cancel } [ Clear ] [ Advanced Guery }

Figure 8. Edit Filter screen for All Assets.
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The Edit Filter screen for All Assets has several searchable fields. Fields
which have the magnifying glass icon to the right enable you to bring up a
list of values for that particular field. Some fields have drop-down lists of
values from which to select your search parameters. Type or select search
criteria in any of the fields to build your search.

Once you’ve established your search parameters, you can also configure
the sort order in which your data is displayed. Click the Database Sort
Order Button (>>) in the lower right-hand corner of the Edit Filter Screen.
The Database Sort Order screen will appear as illustrated in Figure 9.

First by
| (®) Ascending
Then by Clear Al

C}:} Azcending
|Asset Des=crigtion
(:} Descending
Then by
|dNu:une=-
Then by

Figure 9. Database Sort Order Screen

The Database Sort Order screen allows you to sort your search results
down to four levels. Select your sort criteria from the drop-down menu,
then select whether you want that field Ascending or Descending. Once
you’ve established your sort order, click OK to go back to the Edit Filter
screen.

Figure 10 displays the search results for Laptop assets from the All Assets
List sorted by Asset ID, then Asset Description. Your results should look
similar to the list illustrated in Figure 10.

B - [B]x]
* Azzet D Serial [0 Azzet O Make Model AzzetD. . Moclel Mu... WS ... Status Uszage

00002 23456 CPU DELL LATITUDE CPX |LAPTOR Craened Active

00003 000123 CPU TOSHIBA SATELLITEP... e Active

[Make an Model] [System] [Contrad Items] [Component History] [SuperAsset] [Configure]

Figure 10. Search Results.
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4.3.2 Advanced Queries

The Basic Query in ValueWeb works well for simple searches using existing
fields and values. However, there will be times when you need to perform a
more advanced query for more customized results.

NOTE: The Advanced Query functionality should only be used if you are
familiar with database query concepts.

To open the Advanced Query screen, open the Edit Filter screen as described
in Step 1. The Edit Filter screen has an icon at the bottom labeled
“Advanced Query.” Click on the Advanced Query button to open the
Advanced Query screen. The Advanced Query screen is illustrated in Figure
11.

slnnes] s ry i '3
Query tree

® Aszzet Type Like LAPTOP

Logical node

[ a0 |[ or | [ amp<=or | [ Remove

Condition node

(%) Default fields () Dynamic fisldz () Relstion fisids:

Field Operatar Walue

Statement
’Asset Type Like LAPTOP

[ Search H Cleat H Cancel

Figure 11. Advanced Query Screen.

The Query Tree box displays the current search criteria for the Basic Search
in Step 1. Any search criteria added in this screen will be displayed in this
window as well.

The Logical Node box displays the AND and OR operators. These are used
in the Query Tree box. Definitions for these operators are below:

AND: The AND operator allows you to perform a search of all of the
parameters for that operator. For example, if you search for an asset type of
Laptop AND an asset make of Dell AND an asset model of Latitude 600,
then your result will display only those assets which meet ALL of those
parameters, so you will see only Laptops that are Dell Latitude 600s.
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OR: The OR operator allows you to perform a search of two attributes. For
example, if you search for asset types of Laptop OR Desktop then your
results will display both Laptops and Desktops.

You can also combine these operators for a highly customized search.

You can click on the AND button to add an AND operator, or click on the
OR button to add the OR operator to the existing query in the Query Tree
box. The AND<->OR button allows you to highlight an operator in the
Query Tree box and change it from AND to OR or from OR to AND. The
REMOVE button clears the highlighted operator and query in the Query
Tree Box.

The Condition Node box allows you to select whether you are searching
Default fields, Dynamic fields, or Relation fields. For most of the searches
performed in ValueWeb, you will search Default fields (default). As you
click the radio button next to each type of field, the Field drop-down menu
will reflect only those fields that apply to the type of field selected.

The three drop-down menus in the Condition Node box determine Field,
Operator and Value. The Field drop-down allows you to select a field to
search; the Operator drop-down allows you to select an operator by which to
search; and the Value field will display all of the available values from the
Field value selected in the Field drop-down.

Once you have established your values and operator, click the ADD button
to add your additional query condition to the Query Tree box. If you wish to
modify your query condition, highlight the condition in the Query Tree box
you wish to modify, select new values in the condition node box then click
the MODIFY button. To remove a query condition, highlight the condition
in the Query Tree box you wish to remove, then click the REMOVE button.

The Statement Box displays the SQL (Structured Query Language)
statement. This is your query in English Language terms. This box cannot
be edited.

Using the Advanced Query box we will customize our search from Step 1
further to illustrate how to use the Advanced Query functionality. We will
search for all Laptops that have any Status except for Disposed.

When you configure your search conditions, the Query will appear as
illustrated in Figure 12.
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Giery tree

= ™y AND
® Aszet D Like T9
* Azzet Type Like LAPTOP
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Logical node

Condition node

(%) Defautt fields () Dynamic fields () Relation fields

Field Dperatar Walle
Status Mot Ecusls DISPOSED
[ add || modity |[ Remove |

Statement

’Asset I Like T% and Asset Type Like LAPTOP and Status Not Egquals DISPOSED

’ Search ” Clear ” Cancel

Figure 12. Advanced Query Search Conditions.

After you enter your search conditions, click the SEARCH button to initiate
the search. You can use the >> button to display the Database Sort Order
screen.

Be prudent when using any of the query tools included in ValueWeb. If you
enter too many search parameters, you will get little or no data returned. If
you enter too few, your search may be too broad. Be sure you know what
you are looking for before building your query.

4.4  Definition Data in ValueWeb

Definition Data is lookup data within the ValueWise database that makes up an Asset
record, System record, etc. Definition data includes source information such as cost
centers, disposal codes, makes and models of assets, etc. The procedures in this Section
will enable you to set up and maintain definition data for use within ValueWeb.

This section contains an overview of ValueWise standard definition data lists and what
these data attributes represent. These lists should be used as a guide to creating and
maintaining source data using the VValueWeb interface.
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44.1 Asset Definition Data

Asset definition data is exclusive to asset records. These definition data
make up asset records in ValueWise/ValueWeb. Asset Definition Data can
be customized to fit the specific needs of an organization.

1.

Asset Adjustment Codes: Adjustment codes are of use in tracking
different types of adjustments to a given asset. ValueWeb includes
several preconfigured Asset Adjustment codes. This list is maintained
by the Asset Manager.

Asset Class: Asset Classes are a high level of asset classification. Refer
to Section 3.5, Asset Classes and Asset Types, for a complete description
on Asset Classes. There are several Asset Classes preconfigured in
ValueWeb. Asset Class data is maintained by the ITAM Team and is not
maintained by the Asset Manager.

Asset Equipment Type: Asset Equipment Types are the intermediate
level of asset classification. They describe the type (Laptop, Desktop,
Monitor, etc.) given to describe an asset. There are several
preconfigured Asset Equipment Types in ValueWeb. The Asset
Equipment Type data is maintained by the Asset Manager with guidance
from the ITAM Team.

Cost Center: Cost Centers should be obtained from the financial
department. Note that Cost Centers are linked to a Department (use the
N/A department entry if this is not required by the customer). Cost
Center data is maintained by the Asset Manager.

Department: Many companies use Department information to track
financial data. In ValueWeb, Departments are linked to Cost Centers. A
department record in ValueWeb will always have one or more cost
centers within it. The linkage between cost center and department is
made in the cost center list and is a required field. Department data is
either maintained by the help desk system and imported into ValueWeb
or maintained by the Asset Manager.

Disposal Code: Disposal Codes are of use in tracking the reason an
asset was disposed. When an asset is given a status of disposed, a
disposal code is required. There are several preconfigured Disposal
Codes in ValueWeb. Disposal Codes are maintained by the Asset
Manager.

Vendor: Vendor data should be consistent with a specific customer’s
Purchasing Department data. Vendor data is used to track VVendor
information and is needed for lease and repair actions within ValueWeb.
Vendor data is maintained by the Asset Manager.

4.4.2 Systems Definition Data

System definition data is exclusive to system records. These definition data
make up system records in ValueWise/ValueWeb. System Definition Data
can be customized to fit the specific needs of an organization.

1.

Location: Locations are obtained from the customer and are mandatory
in System records. Each location record has a unique code and the
location is made up of a combination of (some or all) site, building, floor,
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room, and desk/cubicle. Each Location is linked to a Site which comes
from the help desk system. For more information on Locations and
Sites, refer to Section 3.3, Sites and Locations.

2. Person: Person Data is used to link a user to a group of assets in a
system. Person data is maintained in the help desk system and cannot be
altered in ValueWeb.

3. Site: A Site is a physical address where assets are located. The Site data
is always linked to a Location. Site data is maintained in the help desk
system and imported into ValueWise for use in ValueWeb. This data
cannot be altered by the Asset Manager. For more information on Site
data, refer to Section 3.3, Sites and Locations.

4. System Type: The System Type is a description of the type of assets in
a system. System Types included in VValueWeb are: Disposed,
Equip_Room, Printer, Workstation, and Stock. System Types are
maintained by the ITAM Team.

Set Definition Data

Set Definition Data defines some of the drop-down menus in ValueWeb.
This type of data is created through a Set Definition Data list instead of
being created through a typical list. Set Definition Data can be customized
to fit the specific needs of an organization.

1. Asset Status: This field is part of the Asset record. The Status of an
asset classifies the current state of the asset. Asset Statuses include
Active, New, Disposed, On Loan, On Repair, and Surplus.

2. Location Type: This field is part of the Location record. The Location
Type is a description of the type of location where an asset resides.
Location Types included in VValueWeb are: Conference Room, End User,
Equip Room, Go To Station, Lab, Other, Server Room, Stock Room, and
Training Room.

3. Ownership: This field is part of the Asset Record. The Ownership
Code indicates the ownership status of an asset. Ownership Codes
included in ValueWeb are: Leased, Off-Lease, Owned, Rented.

4. Person Status: This field is part of the Person record. The Person
Status indicates the status of an employee’s employment. Person
Statuses included in VValueWeb are Active, Inactive, and Leave of
Absence. The Person record is maintained in the help desk system and
cannot be edited in ValueWeb.

5. System Status: This field is part of the System record. The Status of
system classifies the current state of the system. System Statuses
included in VValueWeb are Active, Disposed, and Pending.

6. Usage: This field is part of the Asset Record. Usage Codes describe the
usage status of an asset. Usage Codes included in ValueWeb are:
Disposed, In Use, and Not In Use. This list is maintained by the Asset
Manager.

7. Vendor Type: This field is part of the Vendor Record and used in
Contracts. The Vendor Type is a field in the Vendor records that
indicates what type of services they provide, such as supplier, service
provider, etc. Vendor Types are maintained by the Asset Manager.
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4.5  Creating and Maintaining Definition Data

This section will show you the process of creating and maintaining some of the
definition data described in the previous section using the ValueWeb interface. Some of
the processes in this section may not apply to your contract; however, it is good to be
familiar with the process of creating all types of Definition Data in the event you use it
in the future.

The Definition Data processes in this section cover only the processes that need to be
created and maintained by the Asset Manager. Definition Data for Asset Class, Asset
Status, System Type, Site, and Person Lists are not covered in this section as they are
created and maintained by the ITAM Team or the Help Desk system.

Before you proceed to Section 4.5.1, there are a few things you need to know entering
and maintaining definition data:

e The fields in bold lettering indicate required entry. Data must be entered into
these fields in order to save the record.

o All other fields are not required entry. If you aren’t sure of what to enter in
some of these fields, you can save the record and edit it in the future.

o Use the tab key to move from field to field.

45.1 Asset Adjustment Codes

Asset Adjustment Codes are used in tracking adjustments to a given asset.
Some companies want to track the detail of any upgrades/changes to assets.
This section covers how to create, view and maintain Asset Adjustment
Code data.

1. View Asset Adjustment Code Records

To view the Asset Adjustment Codes double click on the Asset
Adjustment Codes list or right-click on the Asset Adjustment Codes list
and select Open List from the menu. The Asset Adjustment Codes list
will appear as illustrated in Figure 13.

HER
Aszet SAdjustment Code * Description “alicd From (MDD ™ ™) “alic Uil (MDD ™) |
OBSOLETE 01401 11995 010172100
RECEIPT OF GOODS 01401 11995 010172100
SCRAP 01701 M 995 010172100
SURPLUS-MNOT Ok 01401 11995 010172100
SURPLUS-OK 01401 11995 010172100
UPGRADE 01401 11995 010172100
WRITE-D Ot 01401 11995 010172100
WWRITE-OFF 01011995 010172100
MEW ADJ CODE ey Adjustment Code 10/09,/2004 010172100
TESTADJCODE Test Adjustment code 03011 /2002 010172100

Figure 13. Asset Adjustment Codes List
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The Asset Adjustment Codes list allows you to view Asset Adjustment
Codes records in table format. From this list you can create, open,
disable, and remove records. These functions are explained later in
this section.

To view the properties of an individual Asset Adjustment Code, double
click on an Asset Adjustment Code record and the properties will
appear as illustrated in Figure 14.

v,
- [B]x]|
Asset Adjustment Code Description
Valid from Valid Until {MMDDYYYY) | 04012100
A

Figure 14. Individual Asset Adjustment Code Record.

2. Creating Asset Adjustment Codes

There are two ways to access the New Asset Adjustment Codes
screen:

o Right-click on the Asset Adjustment Codes list and select New
Asset Adjustment Codes from the menu.

e Open the Asset Adjustment Codes list and click the New button
in the bottom right-hand corner of the screen.

The New Asset Adjustment Codes screen will appear as illustrated in
Figure 15.
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= [E]Xx]
Asset Adjustment Code | 0000000000000000000G Description
Valid from 100 32004 Valid Until {(MMDDYYYY) 0404 2400
|
Save & Close

Figure 15. New Asset Adjustment Codes Screen.

To create a new Asset Adjustment Code, complete the fields as

described below:

o Asset Adjustment Code: Delete the preconfigured data in this
field. This value is automatically generated and you do not need
to use it. Enter a descriptive Asset Adjustment code in this field.
Make sure the Code is named so you will be able to identify it for
future use.

o Description: Enter a description for your Asset Adjustment code
in this field.

e Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYY'Y.

e Valid Until: The default date in this field is 01/01/2100. You can
change the date in this field. The format is MM/DD/YYYY.

Click the Save button to save the new Asset Adjustment Code. You
can view the new Asset Adjustment Code in the Asset Adjustment
Code List.
3. Maintaining Asset Adjustment Code Data
Along with creating Asset Adjustment Codes, you can edit and disable

them as well. This section covers how to edit and disable asset
adjustment codes in ValueWeb.

Editing an Asset Adjustment Code

To edit the properties of an Asset Adjustment Code, open the
Adjustment Code record you want to edit. Only the Description and
Valid Until fields can be edited. Click the Save or the Save & Close
button to save your changes.
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Disabling an Asset Adjustment Code

Warning: You should disable the Asset Adjustment Codes instead
of deleting them to preserve the integrity of the asset database. By
disabling a code, you can preserve the data in the records that are
linked to that data.

To disable an existing Asset Adjustment Code open the record you wish
to disable. Change the Valid Until date to the date the code will no
longer be used. Click the Save & Close button to save your changes.

45.2 Asset Equipment Types

Asset Equipment Types are the intermediate level of asset classification.
They describe the type (Laptop, Desktop, Monitor, etc.) given to describe an
asset. Asset Equipment Types are linked to an Asset Class which is the top
level of asset classification. ValueWeb comes preconfigured with several IT
asset equipment types. Consult Getronics ITAM Team before editing,
deleting or adding asset types. This section covers how to create, view and
maintain Asset Equipment Type data.

1. Viewing Asset Equipment Type Records

To view existing Asset Equipment Types double click on the Asset
Equipment Types list or right-click on the Asset Equipment Types list
and select Open List from the menu. The Asset Equipment Types list
will appear as illustrated in Figure 16.

= B]x]

* Azzet Equipment Type Azzet Class Description |
COROM COROM D ROM DEVICE (CD-ROA) AL..
DESKTOP CPU DESKTOP COMPUTERS
DOCH DiOCH DOCHING STATION
EXT-DRIVE EXT-DRIVE EXTERMAL DRIVES (ZIP DRIVE)
FAx Fai FACSIMILE MACHINE
FURMTURE FURNITURE DESKE, PRINTER STANDS, TA..
HAMDHELD HAMDHELD PALM PILOT, ELECTROMIC PIM
HARDDISK, HARDDISK EXTERMAL HARD DISk,
HUB HUE MNETWIORK HUE
LAPTOP CPU LAPTOP COMPUTERS
MODEM MOCEM MODEM
MORITOR MORTOR DISPLAY DEVICE
UL TIMED 2, RALL TIMED 2, SPEAKERS AND OTHER MULTI
LI hALIC FETWIORK ML
OFFICEPROD OFFICEPROD MISC ELECTRONIC EQUIP (DIGI...
FEX PEX PHOME SYSTEM
PLOTTER PLOTTER PLOTTER DEYICE
PTR-LOCAL FRIMTER LOCAL PRIMTERS
PTR-A FRIMTER MNETWIORK PRINTERS
RACK RACKH RACHS FOR SERVERS, COMM...
REFEATER REPEATER MNETVWORK REFEATER
ROLUTER ROLUTER METWIORK ROUTER
SCAMNNER SCAMNER SCANNING DEVICE
SERWER CPU SERWER COMPUTERS
SOFTWWARE SOF TVWARE LICENZED SOFTWARE
SVWITCH =SPITCH SVITCHES
TAPEEL TAPEBU TAPE BACKUP UMIT
TERMIMAL TERMIMNAL DUME TERMIMAL NON-PC
LPS UPS UNINTERLUPTIELE POVWWER SUP...

Figure 16. Asset Equipment Types List
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The Asset Equipment Type list allows you to view Asset Equipment
Type records in table format. From this list you can create, open,
disable, and remove records. These functions are explained later in
this section.

To view the properties of an individual Asset Equipment Type, double

click on an Asset Equipment Type record and the properties will
appear as illustrated in Figure 17.

- [BX]

Asset Equipment Type Asset Class

Description APTOP COMPUTERS

E] m @ Close

Figure 17. Individual Asset Equipment Type Record

2. Creating Asset Equipment Type Records
There are two ways to access the New Asset Equipment Type screen:

o Right-click on the Asset Equipment Type list and select New
Asset Equipment Type from the menu.

e Open the Asset Equipment Type list and click the New button
in the bottom right-hand corner of the screen.

The New Asset Equipment Type screen will appear as illustrated in
Figure 18.

- B]x]

Asset Equipment Type  (000000000000000000000001 Asset Class

Description

|

Figure 18. New Asset Equipment Type Screen.

Getronics Proprietary 33



ValueWeb User’s Guide 4.3.2.0 11/05/2004

To create a new Asset Equipment Type, complete the fields as
described below:

o Asset Equipment Type: Delete the preconfigured data in this
field. This value is automatically generated and you do not
need to use it. Enter an Asset Equipment Type in this field.
The Asset Equipment Type should be descriptive of the
equipment.

e Asset Class: Select an Asset Class to link to the Asset
Equipment Type from the drop-down menu. If you need a new
Asset Class created to link to the new Asset Equipment Type,
contact the ITAM Team.

e Description: Enter a description of the new Asset Equipment

Type.

Click the Save button to save the new Asset Equipment Type record.
You can view the new Asset Equipment Type in the Asset Equipment
Type List.

Creating Asset Equipment Type Records

Along with creating Asset Equipment Types, you can edit and disable
them as well. This section covers how to edit and disable Asset
Equipment Type records in ValueWeb.

Editing an Asset Equipment Type

To edit the properties of an existing Asset Equipment Type, open the

Asset Equipment Type record you want to edit. You can only edit the
Description field. Click the Save or the Save & Close button to save

your changes.

Disabling an Asset Equipment Type

NOTIFY THE GETRONICS ITAM TEAM BEFORE DISABLING
AN ASSET EQUIPMENT TYPE!

Warning: You should disable the Asset Equipment Codes instead
of deleting them to preserve the integrity of the asset database. By
disabling an equipment type, you can preserve the data in the
records that are linked to that data.

To disable an existing Asset Equipment Type open the record you wish
to disable. Change the Valid Until date to the date the Asset Type will
no longer be used. Click the Save & Close button to save your
changes.
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45.3 Cost Centers

Cost Centers are used by organizations to track financial data tied to IT
assets. This section covers how to create, view and maintain Cost Center
data.

1. Viewing Cost Center Records
To view existing Cost Center data double click on the Cost Centers list

or right-click on the Cost Centers list and select Open List from the
menu. The Cost Centers list will appear as illustrated in Figure 19.

- &=k
* Cost Cen Descripti... Departm Accounti..|  CostCen..|  First Name Last Name Chargeh.. Parent C... IT Cost C. Corments: “ali From Walicl Uil |

CC2 Cost Center 2 DEPT2 Mo MiA Wy Ly Yes 1041172004 010472100

CCa Cost Center 3 |DEPT3 (il A Ly Ry Ves 1001172004 010172100

I
Systems | [Persons | [Departments| |Assets) Cloze|

Figure 19. Cost Center List

The Cost Centers list allows you to view Cost Centers records in table
format. From this list you can create, open, disable, and remove records.
These functions are explained later in this section.

The Systems, Persons, Departments, and Assets buttons in the lower-left
hand corner of the Cost Centers screen allows you to view those records
which are linked to the highlighted Cost Center.

To view the properties of an individual Cost Center, double click on a
Cost Center record and the properties will appear as illustrated in Figure
20.
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& = 1B]]
Cost Center ID Description Cost Certer 1
Department ID DEPT1 Accounting No
Cost Center Manager ID | s, First Kame i,
Last Natne M
Chargehack Cost Center Descrigtion (Chargeback)
Parent Cost Certer Descrigtion (Parent)
IT Cost Center ves Comments
Valid From 10/11/2004 Valid Until MoZ100
Assigned Assets
Asset ID Serial D Asset ¢l Make Modlel Asset D Motlel hu Owners Status Usage ¢ Purchas Purchas Total Co. Walid Frol
« ¥

Figure 20. Individual Cost Center Record.

The Assigned Assets tab lists assets that are linked to this Cost Center.
To view an individual Asset record, double click on the Asset record.
2. Creating Cost Centers
There are two ways to access the New Cost Centers screen:
e Right-click on the Cost Centers list in the right pane and select
New Cost Center ID from the menu.
e Open the Cost Centers list and click the New button in the bottom

right-hand corner of the screen.

The New Cost Center screen will appear as illustrated in Figure 21.
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7
* = O](x]
Coet Center ID 000000000000000000855 Description
Department ID Accounting Mo
Cost Center Manager 1D First Mame
Last Mame
Chargeback Cost Certer Description (Chargeback)
Parent Cost Center Description (Parent)
IT Cost Center ves Commerts
Valid From 104 312004 Valid Until 01012100
|
Assigned Assets
Azset ID Setisl 0 Azzet Cl. | Make Model AzsetD.. Model Mu... CWPNErS... Status Uszage C... Purchas... ‘
|
[Save & Close

Figure 21. New Cost Center Screen.

To create a new Cost Center, complete the fields as described below.

o Cost Center ID: Delete the preconfigured data in this field.
This value is automatically created and you do not need to use it.
Cost Center IDs typically come from the Financial Department
and should be considered when creating Cost Centers in
ValueWeb.

e Description: Enter a description for your Cost Center ID in this
field.

o Department ID: Select a valid Department 1D from the drop-
down list. The Department ID should be linked to the new cost
center. If there is no department linked to this cost center, enter
N/A.

e Accounting: This indicates whether or not this is an Accounting
ID. Select Yes or No from the drop-down menu.

e Cost Center Manager ID: This ID is the person responsible for
the Cost Center being created. If you know the ID you can type
it in. You can search the person list by clicking the magnifying
glass icon to the right of the field. If this data is not applicable,
enter N/A.

e First Name: Enter the first name of the Cost Center manager.

e Last Name: Enter the last name of the Cost Center manager.

e Chargeback Cost Center: If the organization uses chargeback
cost centers, enter it in this field. You can also search the
chargeback cost center list by clicking the magnifying glass icon
to the right of the field.

e Description (Chargeback): Enter a description of the Chargeback
Cost Center in this field.
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e Parent Cost Center: Enter the Parent Cost Center in this field.
You can also search the Parent Cost Center list by clicking the
magnifying glass icon to the right of the field.

o Description (Parent): Enter a description of the Parent Cost
Center in this field if applicable.

e IT Cost Center: If thisisan IT Cost Center select Yes from the
drop-down menu, otherwise, select No.

e Comments: Enter comments about the cost center in this field.
Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYY.

e Valid Until: The default date in this field is 01/01/2100. You
can change the date in this field. The format is MM/DD/YYY'Y.

Click the Save button to save the new Cost Center. You can view the
new cost center in the Cost Center List.

3. Maintaining Cost Center Data
Along with creating Cost Center IDs, you can edit and disable them as
well. This section covers how to edit and disable cost centers in

ValueWeb.

Editing a Cost Center

To edit the properties of an existing Cost Center, open the Cost Center
record you want to edit. All of the fields except the Cost Center ID field
can be edited. Click the Save or the Save & Close button to save your
changes.

Disabling a Cost Center

Warning: You should disable the Cost Centers instead of deleting
them to preserve the integrity of the asset database. By disabling a
cost center, you can preserve the data in the records that are linked
to that data.

To disable an existing Cost Center open the record you wish to disable.
Change the Valid Until date to the date the Cost Center will no longer
be used. Click the Save & Close button to save your changes.

Departments

Many companies use Department information to track financial data. In
ValueWeb, Departments are linked to Cost Centers. A Department record in
ValueWeb will always have one or more cost centers linked to it. The
linkage between cost center and department is made in the cost center list and
is a required field. This Section covers how to create, view and maintain
Department data.
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1. Viewing Department Records

To view existing Department data double click on the Department list or
right-click on the Department list and select Open List from the menu.
The Department list will appear as illustrated in Figure 22.

* Department Descrigi... Division Departm... Status Manacer E-Mail &... Carmpan... Walicd From “alicd Uril Camments
DEPT1 Department 1 Active 101172004 010172100
DEPT2 Department 2 Active 101172004 010172100

|
ose

Figure 22. Department List

The Departments list allows you to view Department records in table
format. From this list you can create, open, disable, and remove records.
These functions are explained later in this section.

The Persons, Systems, and Assets buttons in the lower-left hand corner
of the Departments screen allows you to view those records which are
linked to this Department.

To view the properties of an individual Department, double click on a

Department record and the properties will appear as illustrated in Figure
23.

The Cost Centers tab in the bottom portion of the Departments screen
displays a list of the cost centers linked to the Department. You can
double click on a Cost Center record to view the properties for that Cost
Center.
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Department ||]|DEpT1 ‘ Description | Department 1
Division Departrment
Status: Active Manager
E-Mail Aciclr Cormpany Coce
Valid From 104 1/2004 ‘ Valid Until 0104 124 00
Comments
Cost Certers |
CostCen. |  Descripti |  Departm |  accounti |  costCen. |  Firstiame|  Lastbame|  chargeb. |  Parentc.|  mooste | comments| i From| vl uni
= |Cost Center 1 |DEPT1 o [paze. [ [ | [ [ves [ [tos12004  [otiod 2100
<]
zsign | Dpen | Remove
« ]+ Gave Eave & Close

Figure 23. Individual Department Record

2. Creating Departments
There are two ways to access the New Departments screen:
¢ Right-click on the Departments list in the right pane and select
New Department from the menu.
e Open the Department list and click the New button in the bottom
right-hand corner of the screen.

The New Department screen will appear as illustrated in Figure 24.

—— = [B]]

Department 10| gooOO00S30 | Description
Divigion J Departmert
Status Active Manager
E-Mhail Aciclr Cotnpany Code
Valid From 110842004 | Valid Until 0107 2100
Comments

Cost Certers |

Cost CEI’]...l Descripti.. | Departm I Accourti... Cost Cen...l First Namel Last hlame Chargeb...l Parent C I IT CostC... Cummentsl

As=ign | Dpen | Remove

Figure 24. New Department Screen.
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To create a new Department, complete the fields as described below.

e Department ID: Delete the preconfigured data in this field.
This value is automatically generated and you do not need to use
it. Department IDs typically come from the Human Resources
or HR Departments and should be considered when creating
Departments in ValueWeb.

e Description: Enter a description for your Department in this
field.

o Division: Enter a Division in this field if applicable.

o Department: Enter a secondary Department linked to the current
Department if applicable.

e Status: Select a status from the drop-down menu. If you plan
to use this Department 1D immediately, select Active.

e Manager: Enter the name of the Department Manager if
applicable.

o Email Addr: Enter the email address of the Department
Manager if applicable.

e Company Code: Enter the Company Code linked to this
department if applicable.

e Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYY.

e Valid Until: The default date in this field is 01/01/2100. You
can change the date in this field. The format is MM/DD/YYYY.

e Comments: Enter additional comments in this field if
applicable.

Click the Save button to save the new Department. You can view the
new Department in the Department List.

Maintaining Department Data

Along with creating Departments, you can edit and disable them as well.

This section covers how to edit and disable Department records in
ValueWeb.

Editing a Department

To edit the properties of an existing Department, open the Department
record you want to edit. All of the fields except the Department ID field
can be edited. Click the Save or the Save & Close button to save your
changes.

Disabling a Department

Warning: You should disable the Departments instead of deleting
them to preserve the integrity of the asset database. By disabling a
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Department, you can preserve the data in the records that are
linked to that data.

To disable an existing Department open the record you wish to disable.

Change the Valid Until date to the date the Department will no longer
be used. Click the Save & Close button to save your changes.

455 Disposal Codes
Disposal Codes are used to describe the reason for disposal of an asset.
When an asset is disposed of in ValueWeb, a disposal code is required. This
section covers how to create, view and maintain Disposal Code data.
1. Viewing Disposal Code Records
To view existing Disposal Codes double click on the Disposal Codes list
or right-click on the Disposal Codes list and select Open List from the
menu. The Disposal Codes list will appear as illustrated in Figure 25.
“ Digposal Code Description “alid Fram (MDD .. “alicd Lintil (hab D00 ™) |
DA 2AGED D ANMAGED QEMS2001 01 4019 721 00
DISPOSED DISPOSED OEMS2001 010172100
DOMATED DOMATED OEMS2001 010172100
IMNYEMTORY CLEARCUT IMNYEMTORY CLEARCUT 06032001 01401./2100
MISSING - LOST MISSING - LOST Q6052001 01001 72100
MISSING - STOLEM MISSING - STOLEN Q6052001 01001 72100
COBSOLETE COBSOLETE QEMS2001 01 4019 721 00
RETURMED-EMD OF LEAS RETURMED-EMD OF LEASE (06052001 010172100
SALYAGE SALYAGE OEMS2001 010172100
SCRAPPED SCRAPPED 06032001 01401./2100
SURPLUS SURPLUS Q6052001 01001 72100
T BE DISPOSED TC BE DISPOSED Q6052001 01001 72100
WRONG 1D MUMEER: this item has been entere... 080572001 01001 72100

Figure 25. Disposal Codes List

The Disposal Codes list allows you to view Disposal Code records in
table format. From this list you can create, open, disable, and remove
records. These functions are explained later in this section.

To view the properties of an individual Disposal Code, double click on a
Disposal Code record and the properties will appear as illustrated in
Figure 26.
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- [B]x]

Disposal Code Description LMAGED

Valid from Valid Until (MMDDYYYY) 01102100

(D[]

Figure 26. Individual Disposal Code Record

2. Creating Disposal Codes

There are two ways to access the New Disposal Codes screen:

¢ Right-click on the Disposal Codes list in the right pane and select
New Dispcode from the menu.

e Open the Disposal Code list and click the New button in the
bottom right-hand corner of the screen.

The New Disposal Code screen will appear as illustrated in Figure 27.

Disposal Code | 10000000000000000004 Description
Valid from 14/08/2004 Valid Until (MMDDAYYYY) 01012100
|
Zave & Close

Figure 27. New Disposal Code Screen.

To create a new Disposal Code, complete the fields as described below.

o Disposal Code: Delete the preconfigured data in this field. This
value is automatically generated and you do not need to use it.
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The Disposal Code should describe the reason an asset is being
disposed.

o Description: Enter a description for your Disposal Code in this
field.

e Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYY.

e Valid Until: The default date in this field is 01/01/2100. You can
change the date in this field. The format is MM/DD/YYYY.

Click the Save button to save the new Disposal Code. You can view the
new Disposal Code in the Disposal Code List.

3. Maintaining Disposal Code Data
Along with creating Disposal Codes, you can edit and disable them as

well. This section covers how to edit and disable Disposal Code records
in ValueWeb.

Editing a Disposal Code

To edit the properties of an existing Disposal Code, open the Disposal
Code record you want to edit. Only the Description and Valid Until
fields can be edited. Click the Save or the Save & Close button to save
your changes.

Disabling a Disposal Code

Warning: You should disable the Disposal Codes instead of
deleting them to preserve the integrity of the asset database. By
disabling a code, you can preserve the data in the records that are
linked to that data.

To disable an existing Disposal Code open the record you wish to
disable. Change the Valid Until date to the date the code will no longer
be used. Click the Save & Close button to save your changes.

45.6 Locations

Location data is obtained from the customer and is a required field in the
System record. Each location record has a unique code which is made up of
a combination of (some or all) site, building, floor, room, and desk/cubicle.
Each Location is linked to a Site which comes from the help desk system.
For more information on Locations and Sites, refer to Section 3.3, Sites and
Locations. This section covers how to create, view and maintain Location
data.
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1. Viewing Location Records

To view existing Location records double click on the Location list or
right-click on the Location list and select Open List from the menu. The
Location list will appear as illustrated in Figure 28.

& (=1Ey
“ Location Facility Builcling Floor Rootn Desk Storae Type R
3-301 =1 BLDG 5 301 glo ErD USER
52-BLDG3-4-445 52 BLDG3 4 445 Mo TRAIMNG R...
S3-BLDGY-2-STOCK2 =3 BLDG4 2 STOCK2 es STOCK ROOKM
g, 1 Il Q
More Rowes | Count Rows
Facilty
Figure 28. Location List

The Locations list allows you to view Location records in table format.

From this list you can create, open, disable, and remove records. These
functions are explained later in this section.

The Systems and Facilities buttons in the lower-left hand corner of the

Location screen allow you to view System and Site records linked to the
highlighted Location record.

To view the properties of an individual Location, double click on a
Location record and the properties will appear as illustrated in Figure 29.
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Location Facility

Building BLDGE Floaor 2

Room STOCK? Desk

Storage Location ‘ves Tvpe STOCK ROOM

Reference Location Valid From | 10/ 552004

Valid Until 010142100
Persons

Pet=on D Lazt Marne: Fir=t Marne Etriploye. .. Phore Cell Phone Pager Fax E-Mail A&,... Uszer ID Ste

0k Facty

Figure 29. Individual Location Record

2.

The Persons tab in the bottom portion of the Locations screen displays a
list of the Person records linked to this Location. You can double click
on a Person record to view the properties for that Person.

Creating Locations
There are two ways to access the New Location screen:
¢ Right-click on the Location list in the right pane and select New
Location from the menu.
e Open the Location list and click the New button in the bottom

right-hand corner of the screen.

The New Location screen will appear as illustrated in Figure 30.

Getronics Proprietary

46




ValueWeb User’s Guide 4.3.2.0

11/05/2004

& &=1E3

Location 000000000012 Facility

Building Floor

Room Dezk

Storage Location |pg Type

Reference Location Walid From | 10/ 4/2004

Walid Until 01012100

Perzons
Person ID Last Mame First Mame Etnploye. .. Phone Cell Phone Pager | Fax E-Mail 4. User ID
|
Save & Cloze

Figure 30. New Location Screen.

To create a new Location, complete the fields as described below.

Location: Delete the preconfigured data in this field. This
value is automatically generated and you do not need to use it.
The Location code is made up of (one or all) of the following
attributes: Site (facility), Building, Floor, Room, and Cubicle
or Desk. Keep in mind you want to keep the Location codes
manageable and may not want to use all of these attributes to
make up your Location Code. This value must be unique.
Facility: This field contains the Site. Select a Site from the
drop-down menu.

Building: Enter a building code in this field.

Floor: Enter the floor number in this field, if applicable.
Room: Enter the room number in this field, if applicable.
Desk: Enter the desk/cubicle location in this field, if
applicable.

Storage Location: This field indicates whether or not this is a
storage location (such as a stock room). From the drop-down
menu select Yes if this is a storage location, otherwise select
No.

Type: Select a Location Type from the drop-down menu.
Reference Location: Enter a reference location in this field, if
applicable.

Valid From: The default date in this field is today’s date.
You can change the date in this field. The format is
MM/DD/YYYY.
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e Valid Until: The default date in this field is 01/01/2100. You
can change the date in this field. The format is
MM/DD/YYYY.

Click the Save button to save the new Location. You can view the new
Location in the Locations List.

3. Maintaining Location Data

Along with creating Locations, you can edit and disable them as well.

This section covers how to edit and disable Location records in
ValueWeb.

Editing a Location

To edit the properties of an existing Location, open the Location record
you want to edit. You can edit all fields except the Location Code.
Click the Save or the Save & Close button to save your changes.

Disabling a Location

Warning: You should disable the Locations instead of deleting
them to preserve the integrity of the asset database. By disabling a

location, you can preserve the data in the records that are linked to
that data.

To disable an existing Location open the record you wish to disable.
Change the Valid Until date to the date the Location will no longer be
used. Click the Save & Close button to save your changes.

Location Type

This field is part of the Location record. The Location Type is a description
of the type of location where an asset resides. Location Types included in
ValueWeb are: Conference Room, End User, Equip Room, Go To Station,
Lab, Other, Server Room, Stock Room, and Training Room.

The values in the Location Type list are part of the Set Definitions list.
There are several preconfigured Location Type values in ValueWeb,
however, if you need to edit, delete, or add values to these lists, the
procedure is a little different from a typical predefined list in ValueWeb.

This section covers how to create, edit and delete data from the Set
Definitions list.

1. Viewing Location Values

To view existing Location Type values double click on the Location
Type list or right-click on the Location Type list and select Open List

from the menu. The Location Type list will appear as illustrated in
Figure 31.
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: ARz

= Set Marme Walue MLE Key Translation
LTICH TYPE COMF RCOM COMNF RO
LOCATION TYPE EMD USER EMD USER
LOCATION TYPE EGUIP ROk ECQUIP ROOM
LOCATION TYPE GO TO STATION GO TO STATION
LOCATION TYPE LAE LAE
LOCATION TYPE COTHER COTHER
LOCATION TYPE SERYER ROOM SERWER ROOM
LOCATION TYPE STOCH ROCHK STOCH ROOM
LOCATION TYPE TRAIMMG RO TRAIMIFMG RCO
hiore Fowes | Count Rows [Open] [Delete] [Remeve]

Figure 31. Location Type List

The Location Type list allows you to view Location Type values in
table format. From this list you can create, open, delete, and remove
values.

To view the properties of an individual Location Type, double click on
a Location Type value and the properties will appear as illustrated in

Figure 32.
CIE[X]
Set Hame Value
MLS Key Tranzlation ’TUINING ROOM
E [ 4 E] Eave Save & Cloze

Figure 32. Individual Location Type Value

2. Creating Location Types
There are three ways to access the New Set Definitions screen:

¢ Right-click on the Location Type list in the right pane and select
New Set Definition from the menu.
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e Open the Location Type list and click the New button in the
bottom right-hand corner of the screen.

e You can also use the above methods in the All Set Definitions
list.

The New Set Definitions screen will appear as illustrated in Figure 33.

B (=]E3

MLS Key

Set Hame

Value

Translation

Save & Close

Figure 33. New Set Definition Screen.

3.

To create a new Location Type, complete the fields as described below.

e Set Name: The set name value for this field is LOCATION
TYPE.

e Value: Enter the new Location Type in this field. This value
will appear in the drop-down menu.

o NLS Key: Leave this field blank.

e Translation: Enter a description in this field or leave it blank.

Click the Save button to save the new Location Type value. You can
view the new Location Type in the Location Type or Set Definition
Lists.

Maintaining Location Type Data

Along with creating Locations Types, you can edit and delete them as
well. This section covers how to edit and delete Location Type values
in ValueWeb.

Editing a Location Type

To edit the properties of an existing Location Type, open the Location
Type value you want to edit. You can edit the NLS Key and
Translation fields. Click the Save or the Save & Close button to save
your changes.

Getronics Proprietary

50




ValueWeb User’s Guide 4.3.2.0 11/05/2004

Deleting an Location Type Value

Warning: Once you delete a Location Type value it is removed
from the database permanently. If you only want to remove a
record from the list, click the Remove button.

Before deleting a Location Type value, make sure all assets linked
to it have been updated with a new Location Type value.

To delete an existing Location Type value highlight the Location Type
you wish to delete and click the Delete button in the bottom right-hand
corner of the screen. A splash screen will appear confirming the
deletion of the Location Type value. Click Yes to delete, or No to
cancel.

45.8 Ownership

This field is part of the Asset Record. Ownership indicates the ownership
status of an asset. Ownership values included in ValueWeb are: Leased, Off-
Lease, Owned, Rented.

The values in the Ownership list are part of the Set Definitions list.
ValueWeb has the Set Definitions lists already configured for you, however,
if you need to edit, delete, or add values to these lists, the procedure is a little
different from a typical predefined list in ValueWeb. This section covers
how to create, edit and delete values from the Set Definitions list.

1. Viewing Ownership Values
To view existing Ownership values double click on the Ownership list

or right-click on the Ownership list and select Open List from the
menu. The Ownership list will appear as illustrated in Figure 34.

=B
Set Mame Walue MLS Key * Translation
CWMERSHIP OFF-LEASE Off-lease
CWANERSHIP ChATED Cravnied
CAWNERSHIP REMTED Fented

Figure 34. Ownership List

The Ownership list allows you to view Ownership values in table
format. From this list you can create, open, delete, and remove values.
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If there are more values than can be displayed on one screen, the More
Rows button will allow you to display additional records. The Count
Rows button counts the number of rows in this screen.

To view the properties of an individual Ownership value, double click
on an Ownership value and the properties will appear as illustrated in

Figure 35.
= [B]X]
Set Hame Value
MLS Key Tranzlation || eazed
0]

Figure 35. Individual Ownership Value

2. Creating Ownership Values
There are three ways to access the New Set Definitions screen:

¢ Right-click on the Ownership list in the right pane and select
New Set Definition from the menu.

e  Open the Ownership list and click the New button in the
bottom right-hand corner of the screen.

e You can also use the above methods in the All Set Definitions
list.

The New Set Definitions screen will appear as illustrated in Figure 36.

Set Hame Value
MLE Key Translation
|
Save & Close

Figure 36. New Set Definition Screen.
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To create a new Ownership value, complete the fields as described
below.

e Set Name: The set name value for this field is
OWNERSHIP.

e Value: Enter the new Ownership value in this field. This
value will appear in the drop-down menu.

o NLSKey: Leave this field blank.

e Translation: Enter a description in this field or leave it blank.

Click the Save button to save the new Ownership value. You can view
the new Ownership value in the Ownership or Set Definition Lists.
Maintaining Ownership Values

Along with creating Ownership values, you can edit and delete them as
well. This section covers how to edit and delete Ownership values in

ValueWeb.

Editing an Ownership Value

To edit the properties of an existing Ownership value, open the
Ownership record you want to edit. You can edit the NLS Key and
Translation fields. Click the Save or the Save & Close button to save
your changes.

Deleting an Ownership Value

Warning: Once you delete an Ownership value it is removed from
the database permanently. If you only want to remove a record
from the list, click the Remove button.

Before deleting an Ownership value, make sure all assets linked to
it have been updated with a new Ownership value.

To delete an existing Ownership value highlight the Ownership value
you wish to delete and click the Delete button in the bottom right-hand
corner of the screen. A splash screen will appear confirming the
deletion of the Ownership value. Click Yes to delete, or No to cancel.

Usage

This field is part of the Asset Record. Usage describes the usage status of an
asset. Usage values included in ValueWeb are: Disposed, In Use, and Not
In Use.

The values in the Usage list are part of the Set Definitions list. There are
several preconfigured Usage values in ValueWeb, however, if you need to
edit, delete, or add values to these lists, the procedure is a little different
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from a typical predefined list in ValueWeb. This section covers how to
create, edit and delete values from the Set Definitions list.
1. Viewing Usage Values

To view existing Usage values double click on the Usage list or right-

click on the Usage list and select Open List from the menu. The Usage
list will appear as illustrated in Figure 37.

aciiontin AEE

* Zet Marme “Walue MLE Hey Translation
DI=POSED Dispozed
US&%E HOME ISE Hotre Use
LS &GE IM IISE In use
LS AGE METWWORK ISE Metweork Uze
US&%E MOT IM USE Mot i use
ore Rowes | Count Rows [Open] [Delete] [Remeve]

Figure 37. Usage List

The Usage list allows you to view Usage values in table format. From
this list you can create, open, delete, and remove values.

To view the properties of an individual Usage value, double click on a
Usage value and the properties will appear as illustrated in Figure 38.

% et Definition A H E E
Set Hame | =000 Value M USE
ML Hey Translation |1, use
=]
E E] E] Bave Save & Close

Figure 38. Individual Usage Value

2. Creating Usage Records

There are three ways to access the New Set Definitions screen:
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¢ Right-click on the Usage list in the right pane and select New
Set Definition from the menu.

e Open the Usage list and click the New button in the bottom
right-hand corner of the screen.

e You can also use the above methods in the All Set Definitions
list.

The New Set Definitions screen will appear as illustrated in Figure 39.

S=13
Set Hame Value
MLS Key Translation
|
Save & Close

Figure 39. New Set Definition Screen.

To create a new Usage value, complete the fields as described below.

e Set Name: The set name value for this field is USAGE.

e Value: Enter the new Usage value in this field. This value
will appear in the drop-down menu.

e NLS Key: Leave this field blank.

e Translation: Enter a description in this field or leave it blank.

Click the Save button to save the new Usage. You can view the new
Usage value in the Usage or Set Definition Lists.

3. Maintaining Usage Values
Along with creating Usage values, you can edit and delete them as
well. This section covers how to edit and delete Usage values in

ValueWeb.

Editing a Usage Value

To edit the properties of an existing Usage value, open the Usage value
you want to edit. You can edit the NLS Key and Translation fields.
Click the Save or the Save & Close button to save your changes.
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Deleting an Usage Value

Warning: Once you delete a Usage value it is removed from the
database permanently. If you only want to remove a value from
the list, click the Remove button.

Before deleting a Usage value, make sure all assets linked to it have
been updated with a new Usage value.

To delete an existing Usage value highlight the Usage value you wish
to delete and click the Delete button in the bottom right-hand corner of
the screen. A splash screen will appear confirming the deletion of the
Usage Value. Click Yes to delete, or No to cancel.

4510 Vendors
Vendor data is used to track Vendor information and is needed for lease and
repair actions within ValueWeb. Vendor data should be consistent with an
organizations Purchasing Department data. This section covers how to
create, view and maintain Vendor data.

1. Viewing Vendor Records
To view existing Vendors double click on the Vendors list or right-click

on the Vendors list and select Open List from the menu. The Vendors
list will appear as illustrated in Figure 40.

= - [E]x]

“ Wendot Matne Wendor .| - Employe..|  Custome..|  Vendor .. Aress 1 Poirtt of Cortact Mame City Iip State Phore

L e A s,
PCMAKERS  [PC MAKERS Supplier 1234 Main Street  |Jog Smith Germartown  |[20674 Marylan [301-123-4567

Figure 40. Vendor List

To view the properties of an individual Vendor, double click on a
Vendor record and the properties will appear as illustrated in Figure 41.
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5 - [B]X]
Vendor Hame PC MAKERS]
Name Il Employee ID
Customer ID VYendor Type Supplier
Address 1 1234 hiain Street Poirt of Contact Name | Ioe Smith
City Gertnantown Zip 20674
State Maryland Phone 301-123-4567
Fax 103-123-1000 Cortact Person ‘
Eank MName Bank Lacation
Bank Code Accourt ID
Disc. Term 1 (Days) 10 Discount Rate 1 3. 00
Disc. Term 2 (Days) a0 Discourt Rate 2 2o
Walid From A0M 32004 alid Uil o A 2400
Comments Contact Code ‘
County
W b

Figure 41. Individual Vendor Record

2. Creating Vendor Records

There are two ways to access the New Vendor screen:

Right-click on the Vendor list in the right pane and select New

Vendor from the menu.

Open the Vendor list and click the New button in the bottom
right-hand corner of the screen. The New Vendor screen will

appear as illustrated in Figure 42.

Dizc. Term 1 (Days)
Disc. Tertn 2 (Days)

10 Discourt Rate 1
a0 Dizcourt Rate 2

i - B[]
Vendor 00003 Hame
IMame | Employee D
Customer 1D Vendor Type
Address 1 Pairit of Cortact Mame
City Zip
State Phane
Fax Cortact Person ‘
EBank MName Bank Location
EBank Code Account ID

3|00
2|00

Walicl From 10/ 362004 Walid Urtil 01042100
Comments Cortact Cade ‘
Courity

Figure 42. New Vendor Screen.
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To create a new Vendor, complete the fields as described below.

e Vendor: Delete the preconfigured data in this field. This value is
automatically generated and you do not need to use it. Enter a
Vendor Code in this field. Your organization’s Financial
Department may have a list of preconfigured Vendor codes to use.

o Name: Enter a description for your Vendor in this field.

o Name II: Enter a secondary name for your Vendor in this field if

applicable.

o Employee ID: Enter an employee 1D for the Vendor in this field
if applicable.

e Customer ID: Enter a customer ID for the Vendor in this field if
applicable.

e Vendor Type: Select a Vendor Type from the drop-down list.
Address 1: Enter the Address of the Vendor location in this field
if applicable.

e Point of Contact Name: Enter the Point of Contact Name in this
field if applicable.

e City: Enter the City in this field if applicable.

Zip: Enter the zip code of the Vendor location in this field if

applicable.

State: Select a State from the drop-down menu if applicable.

Phone: Enter the Vendor phone number if applicable.

Fax: Enter the Vendor fax number if applicable.

Contact Person: Enter the Vendor contact person if applicable.

Bank Name, Bank Location, Bank Code, Account ID: These are

all bank information fields. Enter data if applicable.

e Disc. Term 1 (days): Enter Vendor Discount Terms in this field if
applicable. This information can be obtained from your Financial
Department.

¢ Discount Rate 1: Enter Vendor Discount Rate in this field if
applicable. This information can be obtained from your Financial
Department.

e Disc. Term 2 (days): Enter additional discount terms in this field
if applicable. This information can be obtained from your
Financial Department.

e Discount Rate 2: Enter additional Discount Rate in this field if
applicable. This information can be obtained from your Financial
Department.

e Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYY.

e Valid Until: The default date in this field is 01/01/2100. You can
change the date in this field. The format is MM/DD/YYYY.

e Comments: Enter any additional comments about the Vendor in
this field.

e Contact Code: Enter the contact code for the Vendor in this field
if applicable.

e County: Enter the county the Vendor is located in if applicable.

Click the Save button to save the new Vendor. You can view the
new Vendor in the Vendor List.
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3. Maintaining Vendor Data

Along with creating Vendors, you can edit and disable them as well.
This section covers how to edit and disable VVendor records in
ValueWeb.

Editing a Vendor

To edit the properties of an existing Vendor, open the Vendor record you
want to edit. You can edit all fields except for the Vendor ID. Click the
Save or the Save & Close button to save your changes.

Disabling a VVendor

Warning: You should disable the Vendors instead of deleting them
to preserve the integrity of the asset database. By disabling a

Vendor, you can preserve the data in the records that are linked to
that data.

To disable an existing Vendor open the record you wish to disable.
Change the Valid Until date to the date the VVendor will no longer be
used. Click the Save & Close button to save your changes.

45.11  Vendor Type

The Vendor Type is a field in the Vendor records that indicates what type of
services they provide, such as supplier, service provider, etc.

The values in the Vendor Type list are part of the Set Definitions list. There
are several preconfigured Usage values in ValueWeb, however, if you need
to edit, delete, or add values to these lists, the procedure is a little different
from a typical predefined list in ValueWeb. This section covers how to
create, edit and delete values from the Set Definitions list.

1. Viewing Vendor Type Values
To view existing Vendor Types double click on the Vendor Type list or

right-click on the Vendor Type list and select Open List from the
menu. The Vendor Type list will appear as illustrated in Figure 43.

- [B]x]
* Set Mame Walue MLE Key Translation |
YEMDOR TYPE COTHER COTHER
YEMDOR TYPE SERYICE PROYIDER SERYICE PROYIDER
WEMDOR TYPE SUPPLIER SUPPLIER
WEMDOR TYPE VEMDOR WEMDOR

Figure 43. Vendor Type List
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The Vendor Type list allows you to view Vendor Type values in table
format. From this list you can create, open, delete, and remove values.

To view the properties of an individual Vendor Type value, double
click on an Vendor Type value and the properties will appear as
illustrated in Figure 44.

= B]x]|
Set Hame Value
LS ey Translation [s1TpPLIER.
QoD

Figure 44. Individual Vendor Type Value

2. Creating Vendor Type Values
There are three ways to access the New Set Definitions screen:

¢ Right-click on the Vendor Type list in the right pane and select
New Set Definition from the menu.

e Open the Vendor Type list and click the New button in the
bottom right-hand corner of the screen.

e You can also use the above methods in the All Set Definitions
list.

The New Set Definitions screen will appear as illustrated in Figure 45.

= [B]%]
Set Hame Value
MLS Key Translation
|

Figure 45. New Set Definition Screen.
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3.

To create a new Vendor Type value, complete the fields as described
below.

e Set Name: The set name value for this field is VENDOR
TYPE.

e Value: Enter the new Vendor Type value in this field. This
value will appear in the drop-down menu.

o NLS Key: Leave this field blank.

e Translation: Enter a description in this field or leave it blank.

Click the Save button to save the new Vendor Type. You can view the
new Vendor Type value in the Vendor or Set Definition Lists.
Maintaining Vendor Types

Along with creating Vendor Types, you can edit and delete them as
well. This section covers how to edit and delete Vendor Types in

ValueWeb.

Editing a Vendor Type

To edit the properties of an existing Vendor Type, open the Vendor
Type value you want to edit. You can edit the NLS Key and
Translation fields. Click the Save or the Save & Close button to save
your changes.

Deleting a Vendor Value

Warning: Once you delete a Vendor Type value it is removed
from the database permanently. If you only want to remove a
value from the list, click the Remove button.

Before deleting a Vendor Type value, make sure all vendors linked
to it have been updated with a new Vendor Type.

To delete an existing Vendor Type highlight the Vendor Type value
you wish to delete and click the Delete button in the bottom right-hand
corner of the screen. A splash screen will appear confirming the
deletion of the Vendor Type value. Click Yes to delete, or No to
cancel.

Systems Operations

Before continuing on in this section, be sure you have read Section 3.1, Systems, in the
Asset Management Concepts section and are familiar with Getronics asset management
concepts before performing Systems Operations in ValueWeb.

As stated in Section 3.1, the definition of a system is a group or arrangement of items
that relate to or interact with each other to form a whole. In IT Asset Management, the
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group or arrangement of assets that interact with each other to form a whole is a System.
A system can have one or more assets in it. There is no set number of assets in a

system.

There are five system types that Getronics uses for ITAM: Workstation, Printer,
Stockroom, EQUIP_ROOM, and Disposed. Table 7 illustrates some of the basic rules
for the five system types you will be using.

System Type System 1D Assets Location User
Same as ID of | Workstation setup Location of asset
Workstation core asset in (desktop, monitor, and user User Name
system etc.)
Person responsible
Printer Network Network Printer Location of for printer or N/A
Printer 1D Printer
Location of Person responsible
Stock Location of Stockroom Assets Stockroom for stockroom or
Stockroom N/A
Location of Person responsible
Equip_Room Equipment Equipment Room Location of for equipment room
Room Assets Equipment Room | or N/A
Disposed DISPOSED Disposed Assets N/A N/A

Table 7. System Type Rules.

This section covers how to create and maintain systems in ValueWeb including creating
a system, changing a location, changing a user, viewing system history, and disposing
of a system.

4.6.1

Creating a System

Systems are typically created automatically when scan data comes into the
database, however, there will be times when you need to create assets and the
systems they are linked to.

Receipt of a new asset: When a new core asset (desktop, laptop, server, or
network printer) is received, you must first create a system entry for it, and
then create the asset record and link the two. However, if the core asset is to
be held in a storeroom or warehouse before installation, you should create the
system record with a status of “Pending.” Then create the asset record and
link it to the desired stock system. When the time comes to deploy the asset
to the proper system, set the system’s status to Active. This is necessary
since most likely you will be using the standard help desk system for this
deployment and this action requires the system record to already exist in the
database.

To access the New System screen, right-click on the Systems list and select
New System from the menu. The New System screen will appear as
illustrated in Figure 46.
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Figure 46. New System Screen.

Once you are in the New System screen, there are few things you need to

know:

The fields in bold lettering indicate required entry. Data must be
entered into these fields in order to save the record.

All other fields are not required entry. If you aren’t sure of what
to enter in some of the fields, you can save the record and edit it
in the future.

Use the tab key to move from field to field.

The tabs on the bottom portion of the screen contain required
data to be linked to the new system record.

To create a new System, complete the fields as described below. The field
names that are in bold correspond to the required fields in the New System

screen.

System: This is the ID for the system. Refer to Table 7 at the
beginning of this section for rules for creating a System ID.
Delete the predefined value in this field and enter the System ID.
Status: Select a Status from the drop-down menu. The three
statuses are as follows:

0 Active — This is the status for a system that has assets
currently being tracked.

o0 Disposed — This is the status for a system that is
disposed. You should not use this status when creating a
system.

0 Pending — This is the status for a system that is awaiting
assets to be assigned. Use this status if you are creating
a system for later use.
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e System Type: Select a System Type from the drop-down menu.
Refer to Table 7 at the beginning of this section to determine
which system type is appropriate. Do not select Disposed as
there is only one Disposed system for each contract and that
system is already created.

e Comments: Enter any additional comments about the System in
this field.

e Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYYY.

e Valid Until: The default date in this field is 01/01/2100. You
can change the date in this field. The format is MM/DD/YYYY.

o Cell Name: Skip this field.

e Node Name: Skip this field.

Chargeback Group: You cannot enter data in this field. Skip
this field.

e User Type: The User Type field has N/A by default. Keep the
default value in this field.

The tabs as the bottom of the screen are the various data attributes linked to
the System. The tabs are as follows: Asset, Location, Cost Centers, Person,
Department, Usage Type, Contract Items, Reconciliation Differences, Hub
Systems. Click each tab to see the data attributes linked to this system.

Assigning Assets to the System

Section 4.8.3, Moving Assets from One System to Another, covers creating
assets and assigning them to a system record. We are only covering systems
operations in this section.

Assigning a Location to the System

To assign a location to the system, click the Location tab and click the
Assign button. The Location search box will appear as illustrated in Figure
47. Enter your location search criteria and click the Find button to display a
list of locations matching your criteria as illustrated in Figure 47. For
information on searching in ValueWeb, refer to Section 4.3.1, Basic Queries.
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]
Search Criteria
Location LT Facility
Buildirg Floar
Rootn Desk
Storage Location Type
Reference Location “alid From ¢From)
(Ta)
walid Unti (Fram)
(T}
o I e ]
Search Results
Location | Faciity |  Buigrg | Foor | Reom | pesk | storsge | Type | Referen.|  vaid From|
Lo [Fa. [FLDc 123 | [ [EES [1oetionns |oig
|
Selected Entries : 071 Currert Guery Results: 1 11

|:| Append Results

Figure 47. Location Search Box

Once you establish your search criteria and perform your search, the results
will appear in the lower pane of the screen. To assign a location to the new
system, double click on the appropriate location. You can also create a
location from this screen. Click the New button to create a new location to
link to this system. Once you link the location to the system, you will be
returned to the Create System screen and your location will be displayed in
the Location tab in the bottom pane.

Assigning a Cost Center to the System

Cost Centers are linked to assets, however, in ValueWeb, we need to link the
cost center N/A to the system record. This is not the actual cost center of the
asset. This is just to override the cost center field.

To assign the N/A Cost Center to the system, click the Cost Centers tab and
click the Assign button. The Cost Center search box will appear. Enter N/A
in the Cost Center ID field and click the Find button to display the N/A Cost
Center. Double click on N/A in the bottom pane of the search screen to link
the N/A cost center to the new system. You will be returned to the New
System screen and N/A will be displayed in Cost Center tab in the bottom
pane.

Assigning a Person to the System

To assign a person to the system, click the Person tab and click the Assign
button. The Person search box will appear as illustrated in Figure 48. Enter
your person search criteria and click the Find button to display a list of users
matching your criteria as illustrated in Figure 48. For information on
searching in ValueWeb, refer to Section 4.3.1, Basic Queries.
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Search Resulis
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Figure 48. Person Search Box

Once you establish your search criteria and perform your search, the results
will appear in the lower pane of the screen. To assign a person to the new
system, double click on the appropriate person record. You cannot create a
new person record in this search box as the person records are created and
maintained in the help desk system and imported into the asset database.
You will be returned to the New System screen and your new person will be
displayed in the Person tab in the bottom pane.

Additional Data Attributes

You have now linked all of the required data attributes to the new system
record. The rest of the data attributes (tabs) are not required data so we will
not go into great detail on linking these attributes. If you do wish to link any
of these attributes to the system record, follow the steps for linking the
location, cost center, etc. The remaining data attributes are Department,
Usage Type, Contract Items, Reconciliation Differences, and Hub Systems.

To save the new system record, click the Save & Close button to save the
record and close the Create System screen.

To view the new System record, click on the Systems list.
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4.6.2 Moves and Mass Moves of Locations and Users

Keeping data records up to date is important in keeping the integrity of the
asset database. This section covers changing the location and/or user of a
system, or several systems.

There will be times when assets move from one place to another or from one
user to another and the asset database will need to be updated accordingly.

To move a system record to a new location or a new user, perform the
following steps:

=

Avsilable Systems

Open the System list and highlight the system record you wish to
move. If you are doing a mass move of several systems to the same
location, you can highlight several systems at once to move to the
same location.

Click the Mass Move button at the bottom of the screen. The Mass
move screen will appear as illustrated in Figure 49.

o=
11102004 Effective Date

Desired Assignment

TOOOO1 |active

System ‘ Status ‘Chargeback ‘Systamwpe‘ Caomments | Location | Site: Location @0
|01 maet ... proRKSTATL. |

[s1BLDG1-3.. [:1

Cost Center Q)

[ Replace Cost Centers

User First Mamme| — Last Mame @ &

[ Replace Users

Department @ &
Custodian @ &

Figure 49. Mass Move Screen

The selected system(s) will appear in the Available Systems box in
the left pane of the Mass Move screen. In the Desired Assignment
portion in the right pane of the screen there are options to move the
system’s location, cost center, user, department, and custodian. We
will only be demonstrating the move feature for locations and users
as the other data attributes are not linked to systems in our current
model.
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4.6.3

Location Move

To move a location, either enter a valid location in the Location field
in the Desired Assignment section or click on the hourglass icon to
bring up the Location search box.

Enter your search criteria for the new location and click the Find
button to display a list of current locations. If you need to create a
new location to move the system to, click the New button to initiate
the New Location screen. Once you have created or found your new
location, double click on it to populate the Location field on the
Mass Move screen.

If you wish to change the move date to the date the move is to
actually take place, click the Effective Date button and a calendar
will appear. Select a new date and click OK.

You have now moved your system(s) to a new location. The link with
the previous location will be disabled and the new location will be active.
Click the X in the top right-hand corner of the screen to exit from Mass
Move. To view the location change, double-click on the system(s) you
changed and view the new location under the Location tab.

User Move

To move a user, click on the hourglass icon to bring up the User
search box.

Enter your search criteria for the new user and click the Find button
to display a list of current users. You will not be able to create a new
user from this screen as user records come from the help desk system
and are imported into the asset database. Once you have found your
new user, double click on the user name to populate the User field in
the Mass Move box.

Click the Replace User box to disable the link between the system
and the previous user.

If you wish to change the move date to the date the move is to
actually take place, click the Effective Date button and a calendar
will appear. Select a new date and click OK.

You have now moved your system(s) to a new user. The link with the
previous location will be broken and the new location will be active.
Click the X in the top right-hand corner of the screen to exit from Mass
Move. To view the user change, double-click on the system(s) you
changed and view the new user under the Person tab.

System History

In order to keep the integrity of the asset database, many changes to the data
will be made either via the collection agent, or in ValueWeb. However these
changes are made, there are times when you may need to refer back to
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previous data. This section covers how to view the System History of
various data attributes within the system record.

The system record allows you to view the history of changes made to each
system record.

There are two different ways to view the history of various data attributes
within the System record:

e Open the system list and highlight the system with the history you wish
to view. Select System List from the File menu, then select History. Or,
simply click the History button at the bottom of the System List screen.

e Open the system record to view its history. In the bottom pane, select
any one of the data attributes linked to the System record, then click the
History button in the lower left-hand corner of the screen.

Figure 50 displays a System History record. As you can see, you can view
the history of several data attributes linked to the system record in this one
screen. The bottom pane of the record contains tabs of the various data
attributes with history records available.

= = ][B]X]
System Hame
Status System Type
Perzan ID Q & Suppart Last Mame
Support First Marme
Comtnerits Chargeback Group
Components | LOCANIONS | Cost Centers | Person || Departmerts
Location ‘ Room | Building | Facility | Floor | Desk | “alid Fratn ‘ Yalid Until | Ticket Mo |
Loc [123 |BLDG [Fa [ [ [1o/1/2004 113808 [01/01,2100 00:00:00 [ |
<[ »]|[p=

Figure 50. System History Record

This history screen shows the Location history of this particular system
record. The Location tab displays the previous location of this system.
Every time you make a change to one of these data attributes, the previous
data attributes will be listed in the history portion of the system record.
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4.6.4

Disposal of Systems

When a system has reached the end of its useful life (or the assets within it)
you will need to dispose of the system. When you dispose of a system in
ValueWeb, you are not deleting the system. You can still view the disposed
record in ValueWeb along with its history.

This section covers how to dispose of a system within ValueWeb.

When you dispose of a system, all of the assets within that system will be
disposed as well. The Status of the system and the assets linked to it will be
set to Disposed. Once you’ve disposed of a system, it is no longer
searchable. The assets linked to the system will set the Status field to
Disposed and will be linked to the Disposed System.

To dispose of a system, perform the following steps:

e Open the System list and highlight the system record you wish to
dispose of.

e Click on the System][List] from the File menu and select Dispose. A
splash screen will appear warning you that this process is not
reversible as illustrated in Figure 51. Click OK if you wish to
continue with the disposal or click Cancel if you wish to abort the
process.

LS yus= uf Sst=i) 53]

WARMIMG |

[ Ok H Cancel ]

Figure 51. Dispose of System Warning.

e Once you click OK the Enter Disposal Code splash screen will
appear as illustrated in Figure 52.

Eiit=y s sl |2 jll

System

Dizposzal Code

[ (8] ” Cancel

Figure 52. Enter Disposal Code screen.
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e Select a Disposal Code from the Drop down menu and click OK.

You have now disposed of a system in ValueWeb. You can still view the
system record, but it will not be included with Active systems.

The asset(s) linked to this system are now linked to the Disposed System and
can be viewed in the Disposed System’s assets or in the Disposed Assets list.
The assets of the Disposed System (or any system) can be viewed by opening
that system and clicking on the Assets tab in the lower portion of the screen.

4.7  Quality Assurance (QA) and Validation

Quality Assurance, or QA, is a key factor in maintaining the integrity of any data
repository. The QA process will take place when asset records imported into the
Enterprise Explorer database have errors. These errors occur because the scan data
(coming from the i.collect tool) does not match definition data in the ValueWise
database. For example, if a technician entered Cost Center 1234 into the cost center
field of the i.collect scan tool, and this particular cost center is not in the ValueWise
database, an error will be generated and the Cost Center will be identified as incorrect.
In order to correct this record, the Cost Center will need to be entered into the database
or a correct cost center will need to be associated with the asset record.

Most errors occur in the cost center, user, location, and make and model fields.

This section covers how to identify and correct QA errors using ValueWeb.

4.7.1  Identifying Errorsin QA

The first step in identifying errors in ValueWeb is to open the QA Assets
From Scan Files list illustrated in Figure 53. This list is located in the Asset
Operations folder. This list contains all new assets that have come into the

ValueWeb database.

* Aszet D Scanned... Caomment Cell Marne Azzet Eqg... fdociel ake
TO00011 TOOa011 =lhvalid Person=  <lhwvalid Location=  =lhvalid Cost Certers  <Invalid Maketodel= CELL DESKTOP LATITUDE T100 DELL
TOO00012 TOO0012 =lnvalid Person=  =lnvalid Location=  =Invalid MakeModel= CELL RACMITOR RACIITOR DELL
TOO00013 TOO0013 =Irvalid Person=  =Missing a Location= CELL LAPTOP LATITUDE DELL
TOO0014 TO00014 =Invalid Person=  <Missing & Location= CELL LAPTOR LATITUDE DELL

Figure 53. QA Assets From Scan Files List.
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This list displays new scan records that need to be validated and imported
into the ValueWise database. Only records with no errors will be imported,
the remaining records have errors that need to be corrected. The Comments
field describes the error(s), if there are any, contained in the record.

The first task is to validate all records in QA. Follow the steps below to
validate the records in QA Assets From Scan Files:

o Open QA Assets from Scan Files list.

o Click Asset Errors from the File menu.

e From the Asset Errors menu select Validation Routine. This will
validate the assets in this table and import the error-free records into
the database. If there are records remaining, they have errors and
need to be corrected.

4.7.2 Correcting Records in QA

The records remaining after validation in the QA From Scan Files list need to
be corrected. You can correct and add data in the record itself making QA
tasks efficient and simple. The Comments field will tell you which data
attribute is in error.

Open a record in the QA From Scan Files list. Figure 54 illustrates a record

with errors.
= ][B]x]
Asset ID Hode Hame Tooooi 0
Comment Cell Hame CELL
Asset Equipment Type |_apTopP
Mokl NEWDOCK Make NEWMAHE
Serial Number 123456 Cost Center [alow]
Group I Model Number
User ID COYME) First Matne Jm
Last Mame CONNE
Site
Buildling BLDGA Floar 2
Room 225 Location S1-BLOG1-2-225
Description LAPTOP Usage Code In use
Titne Starng Start Time
oot Type Inventoryd collect Svos Provider
Tech Perforring Scan Irweertory Date(hMDDN )
<« [JDp]

Figure 54. Asset Record with Error in QA table.

As you can see, this record has several errors. The errors are as follows:

o Invalid Person: There is a problem with the data in the User ID, First
Name, and/or Last Name fields.
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4.8

e Invalid Location: There is a problem with one or more of the
location fields, including Site, Building, Floor, Room and Location
Code.

e Invalid Make/Model: There is a problem with the Make and/or
Model.

You can fix most of these errors within this record. The process for fixing
data attribute in the asset record in QA are basically the same for all fields
except for the site. The site cannot be corrected in the QA screen.

To fix any of these errors, either type in the correct data in the field (if you
have it on hand) or click the hourglass icon next to the field to bring up the
search box for that particular field. Any fields that are related (i.e., User ID,
First Name, and Last Name) are corrected at the same time. All of the fields
in the asset record that can be corrected contain a search feature which allows
you to search for the correct data.

Once you have replaced incorrect data with correct data in the record, click
the Save & Close button to save your changes.

Once you have corrected all of the records in QA, Validate the records again.

Open the New Assets list to view the new assets in ValueWeb.

Asset Operations

Before continuing on in this section, be sure you have read Section 3, Asset
Management Concepts, and are familiar with Getronics Asset Management concepts
before performing Asset Operations in ValueWeb.

Assets are IT equipment such as Desktops, Monitors and Software. Assets are grouped
in Systems. All assets must be part of a system. Refer to Table 3 in Section 3.2, Assets,
for key attributes of assets.

The section covers how to create and maintain asset records in ValueWeb, including
creating an asset, new asset operations, moving an asset, on loan/on repair processes,
asset history, and the disposal process.

Note: The term “Component” is used in place of “Asset” on several of the asset
operations screens in ValueWeb. In this manual, we are using the term “Asset” in place
of “Component.”

4.8.1 Creating an Asset
Assets are typically created automatically when scan data comes into the
database, however, there will be times when you need to create assets and the
systems to which they are linked using ValueWeb.
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To access the New Asset screen, right-click on the Assets list and select New
Component from the menu. The New Asset screen will appear as illustrated

in Figure 55.

) = E]x]|
Asset D Too007 Serial Ho 123456
Asset Type DESKTOP
Asset Class ID Make DIGITAL
Model 5000 Description
Asset Deseription Model Number Do948s7
Ownership Owned Status -
Usage Code Purchase Price
Purchase Order Number Tolel Cast Adustment
e 1DE2008 131917 Vali U (Replacement Date) (MMDDAYYY) | 01012100
Warranty Start Date (MMDDAYYY) Warrarty unti
Extended Warr Vendor Dt (SKU) End of Lease (MMDDAYYY)
System TOO0O7 Chargeback Group
System Typs
wald Unti
Faclity Buliling
Floor Rootn
Desk
Fixed AssetID Comments
Technical Status Inventoryii collect Sves Provider
Tech Perforting Scan Invertory DatetMMDDAYYY)
Disposal Code: Superhsset
Date Accepled Priority
Date Disposed (MMIDDA YY) Replaced On (MMDDAYYY)
Wartanty Type Vendor
Subassets | System | Order ftem | Cost Certer
Cost Cen.. |‘ Descritti.. ‘| Departm.. |‘ acoounti.|  CostCen..|  Firsthame|  Last Namel‘ Chargeb... ‘| Paret C. |‘ IT Cost C. ‘| CDmmEﬂ(Sl‘ \Valid me\l walid Urtil |‘

Figure 55. New Asset screen.

Once you are in the New Asset screen, there are few things you need to
know:

e The fields in bold lettering indicate required entry. Data must be
entered into these fields in order to save the record.

o All other fields are not required entry. If you aren’t sure of what
to enter in some of the fields, you can save the record and edit it
in the future.

e Use the tab key to move from field to field.

e The tabs on the bottom portion of the screen have required fields
in those screens.

¢ When you create an asset and link it to a STOCK type system,
the Status will automatically be set to Surplus.

To create a new Asset, complete the fields as described below. The field
names that are in bold correspond to the required fields in the New Asset
screen.
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Asset ID: This is the ID for the asset which is typically found
on the Asset Tag placed on the asset. Delete the predefined
value in the field and enter the Asset ID.
Serial No.: Enter the serial number of the asset in this field.
Asset Type: This is the equipment type (laptop, desktop, etc.).
Select an asset type from the drop-down menu.
Asset Class ID: This is the class of the asset. This is the highest
level of asset classification. For more information on Asset
Classes, refer to Section 3.5, Asset Classes and Asset Types.
Select an asset class from the drop-down menu. If you aren’t
sure what Asset Class to enter in this field, skip to the Make field
and select the appropriate make for your asset, the Asset Class
field will automatically populate.
Make: This is the manufacturer and model of the asset. Click
on the hourglass icon to bring up a list of asset makes. Select a
make from the list of makes that appear. Once you select an
asset make/model from this list, the Model field will
automatically be populated.
Model: See Make.
Description: This field is automatically populated with the asset
type. You cannot enter data in this field.
Asset Description: This field allows you to enter further
description for the asset.
Model Number: Enter the model number of the asset in this
field.
Ownership: Select the ownership code from the drop-down
menu. The default values are as follows (these values may vary
for different contracts):

0 Leased: Equipment leased by the customer

0 Off-Lease: Off-Lease Equipment

0 Owned: Equipment owned by the customer

0 Rented: Equipment rented by the customer
Status: This is the current status of the new asset. The default
status is new and should not be changed as this value will change
when the asset is accepted (you will learn about accepting assets
later in this section).
Usage Code: The usage code is a description of how this asset is
used. Select the appropriate usage code from the drop-down
menu. The default values are as follows (these values may vary
for different contracts):

o0 Disposed: Disposed Asset
Home Use: Asset is used at a home office
In Use: Asset is in use
Network Use: Asset is attached to the network
Not In Use: Asset is not in use (typically a stockroom
asset)
Purchase Price: Enter the purchase price of the new asset in this
field.
Purchase Order Number: Enter the purchase order number of the
new asset in this field.
Total Cost Adjustment: You cannot enter data in this field.

©o0oO0oOo
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Valid From: The default date in this field is today’s date. You
can change the date in this field. The format is MM/DD/YYYY.
Valid Until: The default date in this field is 01/01/2100. You
can change the date in this field. The format is MM/DD/YYYY.
Warranty Start Date: Enter warranty information in this field if
you are tracking warranty data. The format is MM/DD/YYYY.
Warranty Until: Enter warranty information in this field if you
are tracking warranty data. The format is MM/DD/YYYY.
Extended Warranty Vendor Data (SKU): Enter warranty
information in this field if you are tracking warranty data.

End of Lease: Enter lease information in this field if you are
tracking lease data. The format is MM/DD/YYYYY.

System: This field is where you link your new asset to a system.
You can either type the system in this field or click on the
hourglass button to display the System Search screen. From the
system search screen you can search for a system, or create a
new system for this asset. The remaining system fields are for
display purposes only. You cannot enter or alter data in any of
the system fields.

Fixed Asset ID: Enter the fixed asset ID in this field, if
applicable.

Comments: This field is for further comments on the asset.
Technical Status: You cannot enter data in this field.
Inventory/i.collect Svcs Provider: If you have a third-party
contract providing inventory services, enter the company name
in this field. This field is typically reserved for i.collect scans.
Tech Performing Scan: This field indicates the name of the
technician performing the scan using i.collect. You can enter
your own name in this field or leave blank. This field is
typically reserved for i.collect scans.

Inventory Date: This field is the date the asset is inventoried.
This field is typically reserved for i.collect scans.

Disposal Code: Do not enter data in this field. This field is used
when the asset is disposed of.

Super Asset: Do not enter data in this field. Getronics does not
employ the use of Super Assets.

Date Accepted: This is the date the asset goes through the
acceptance process. You cannot enter data in this field.

Priority: If your contract uses priority codes to identify assets,
select a priority code from the drop-down menu.

Date Disposed: Do not enter data in this field. This field is used
when the asset is disposed of.

Replaced On: This field is used for an asset’s replacement date.
Enter the format MM/DD/YYYY.

Warranty Type: Enter warranty information in this field if you
are tracking warranty data. The format is MM/DD/YYYY.
Vendor: If you are tracking vendor data, select a vendor from
the drop-down menu.
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4.8.2

4.8.3

Once you have entered all applicable data to create your asset record, you
need to link the asset to a cost center. Follow these steps to link the cost
center:
e Click on the Cost Center tab in the bottom pane of the New
Asset screen.
o Click the Assign button to bring up the Cost Center search
screen.
o Enter a known cost center or enter your search criteria and click
the Find button.
o Double click on the cost center in the bottom pane of the Cost
Center search screen to link the cost center to your new asset.

The remaining tabs, SubAssets, System and Order Item will not be used in
the asset creation process in ValueWeb at this time.

You are now finished creating a new asset record and linking it into a system.
Click on the Save & Close button to save your new record.

You can now view your new asset in the New Assets list.

Accepting New Assets

Once you have created a new asset or a new asset has come in from a scan
file and has been validated, you need to accept it into the database. At this
point the asset still has a status of “New” and has not been accepted as part of
the Active asset inventory. This section covers accepting a single new asset
or all new assets using ValueWeb. You can only accept an asset that has the
status of “New.”

For assets that have come into the database via i.collect scan, refer to 4.7, QA
and Validation, for steps to take for scanned assets prior to accepting them.
To accept a new asset or all new assets, follow the steps below:

e Open the New Assets list and highlight your new assets(s) you wish
to accept.

e To accept a single asset, select Component[List] from the File menu
and select Accept Asset. The single highlighted asset will be
accepted.

e Toaccept all new assets, select Component[List] from the File menu
and select Accept All Assets. All assets will be accepted.

Once you close out of the New Assets list and open it back up, the assets will

no longer appear in this list. To view the accepted assets, open the All Assets
or Active Assets list. You will see the asset now has a status of “Active.”

Moving Assets From One System to Another

There will be times when you have to move an asset from one system to
another in ValueWeb. For example, if someone has a bad monitor and a
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monitor has to be taken from a Stock system and moved into the Workstation
system where the old monitor was, you will need to record the move in
ValueWeb.

This section covers how to move single and multiple assets from one system
to another. In the following example, we are going to move a monitor from a
stock system into a workstation system.

To move asset (s) from one system to another, follow the steps below:

Open the Active Assets list and highlight the asset(s) you wish to
move. If you have more than one asset to move, hold down the
CTRL key while highlighting the assets. In this case we are moving
an asset from a stock system to a workstation system as illustrated in
Figure 56.

= Azset D System Azset Ol hiske tociel Zerial ID Azzet D el fu.... e
TOO001 TOOo00 CPU DELL INSPIRON 12345 LAPTOP Ownec)
TOOQoZ2 Tooooz2 CPU DELL LATITUDE CPX [23456 LAPTOP )
TOOOO3 TO0003 CPU TOSHIEA SATELLITE P... 000123 Cravned
TOO0O4 TOOo0 MONITOR: DELL 0E204T 238769 Owened
TOODOS TOOoo2 MONITOR, DELL 0E204T TEA1245 Owvred
TOOD0G TOOo03 COROM HP COROM X 5860 Ownec)
ToOQo7 Tooooy CPU DIGITAL 5000 123456 0094595 )
TOOOOS Toooo1 PRIMTER: HF ELSINESS IN.... |38637-B Cravned
TOOOo3 TOOooZ PRIMTER: CITOH 13500 EMO912L PTR-LOCAL Owenec
TOO0Z20 TSTOCK CPU COMPAG DESKPRO XE |serno Ownec)
TOO021 TSTOCK MONITOR: COMPAG 151FS 178802 )
TOOOO DISPOZED CPL DIGITAL 5000 123456 Ownec)

|
[Make and Model] [Sys‘tem] [Contract Items] [Component Hisiory] [SuperAsset] [Configure,] Configure System
|

Figure 56. Active Assets List.

Click the Configure button at the bottom of the screen. The
Configure Parameters screen will appear as illustrated in Figure 57.
In the Target System field, either enter the System ID of the system
you wish to move the asset(s) to or click the hourglass icon to bring
up the System Search box. Once you find the target system, click on
it and the Target System field will be automatically populated.

The Effective Date field will automatically default to today. To
change the date, click on the calendar icon to the right of the field to
change the Effective Date.

The Bundling Behavior field is used with Purchasing. You can skip
this field.

Click OK to move the asset(s) to its new system.

You will receive a message saying the Components were
successfully configured. Click OK.
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Figure 57. Configure Parameters Screen.
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You have now moved an asset (or assets) from one system to another. To
verify the asset(s) was moved to the appropriate system, open the system
record you moved the asset(s) to and click the Assets tab in the bottom pane.
You will see the asset(s) in its new system as illustrated in Figure 58.

Azzet D

Azset (4) | Locstion | Cost Centers | Person | Department | Usage Type | Contract tems | Reconcilistion Differences | Hub Systems

Serial 1D Azzet ClL.. Make hdaclel Azset D hdodel Mu.... OWyners... Status Usage C... Purchas... Purc
TO0oOZ 23456 CPU DELL LATITUCE CPX LAPTOP Creenedd Active o.oo
TO0D0S TEA1245 WOMTOR: DELL 052047 Crvvriedd Active 0.00
TO0D09 EMO31 2L PRINTER: CITOH CI3500 PTR-LOCAL Crvvriedd Active 0.00
I
DIk

Figure 58. Moved Asset

48.4

On Loan/On Repair

Many companies keep a loaner pool of assets to be loaned out when a user’s
asset is being repaired. For example, if a user’s monitor is not working and
is sent out for repair, the user is typically given a replacement monitor until
the repaired monitors comes back. ValueWeb allows you to track assets that
are on loan or on repair.

The section covers the On Loan and On Repair processes in ValueWeb. The
processes are combined here as the steps are very similar.

To place an asset on loan or repair, follow the steps below:

Open the Active Assets list and open the asset record to be put On
Loan or On Repair.
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e Select On Loan or On Repair from the Status field drop-down menu.
Click the Save & Close button.

e The next step is creating the Loan or Repair record. Open the
Loan/Repair list and click the New button. The Loan/Repair screen
will appear as illustrated in Figure 59.

= B]x]
Creation Date 11082004 14:04:08 Asset ID TO0A0S
Transaction Type O Loan Transaction Date 11082004
Ticket Ho [ Expected Return Date | 11/ 1/2004
Actual Return Date Cormmerit
Lakor Costs Parts Cost
Total Costs Parts Under Warranty? ez
Labor Under Warranty? vz “endor PC MAKERS
Perzon ID USEROME Assigned To USEROME]
|
Save & Close

Figure 59. Loan/Repair Entry Screen.

To create a new Loan/Repair record, complete the fields as described below.

e Creation Date: This is the date the record is created. The
default is today’s date.

o Asset ID: Enter the Asset ID of the asset going onto loan/repair.
Transaction Type: Select On Loan or On Repair from the
drop-down menu.

e Transaction Date: This is the date the loan/repair occurred.

e Ticket No.: If this loan/repair transaction is related to a help
desk ticket, enter the ticket number here. If not, enter N/A.

e Expected Return Date: Enter the date the loaned/repaired
machine is due for return.

e Actual Return Date: Enter the actual return date of the
loaned/repaired asset.

e Comment: Enter comments about the loan/repair transaction

here.

menu.

Labor Costs: Enter labor costs here, if applicable.

Parts Cost: Enter parts cost here, if applicable.

Total Costs: Enter total cost of repair, if applicable.

Parts Under Warranty? Select Yes or No from the drop down

e Labor Under Warranty? Select Yes or No from the drop

down menu.

e Vendor: Select a Vendor from the drop-down menu.

e Person ID: This field is for the person who is receiving the
loaner asset. Click the hourglass icon to open the Person Search
screen and select a person record.
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e Assigned To: This field is for the technician who is assigned to
repair the asset. Enter the tech name in this field.
e Click Save & Close to save the new loan/repair record.

You can view your Loan/Repair asset record in the Loan/Repair list.
To place an asset on loan or repair back to active, follow the steps below:

e Open the Assets on Loan or Assets on Repair list and open the
loaned asset record.

e Select Active from the Status field drop-down menu.

e Click the Configure button to move the loaned asset back into the
loaner pool system.

e Click the Save & Close button.

The loaned asset will no longer appear in the On Loan list. To view the
asset, open the Active Assets list.

4.8.5 Asset History

In order to keep the integrity of the asset database, many changes to the data
will be made either via the collection agent, or in ValueWeb. However these
changes are made, there are times when you may need to refer back to
previous data. This section covers how to view Asset History of various data
attributes within the asset record.

The asset record allows you to view the history of changes made to each
asset record.

To view the history of an asset, follow the steps below:

e Open the asset list and open the asset record whose history you wish
to view.
o Click the Component History button at the bottom of the screen.

The Component History screen will appear as illustrated in Figure 60.

As you can see, you can view the history of systems and cost centers linked
to the asset record in this screen. The bottom pane of the record contains
tabs of the various data attributes with history records available.

Getronics Proprietary 81



ValueWeb User’s Guide 4.3.2.0 11/05/2004

= = [8]x]
Asset 1D
Model R | Make R |
Asset Class 1D Description
Serial Mo Fixed Azset ID
Status Technical Status
System | Cost Certers
System | Stetus | System .|  Chargeb.|  velidFrom|  vaidUntl|  Commerts|  Ticket o |
00001 |active [WORKSTATL. |01 Mot Al [10A1£2004 1 j010 /2100 0...| [ |
<[> ][
Figure 60. Asset History Record

4.8.6

This history screen shows the System history of this particular asset record.
The System tab displays the previous system of this asset. Every time you
make a change to one of the data attributes in the asset record, the previous
data attribute will be listed in the history portion of the system record.

Disposal of Assets

When an asset comes to the end of its useful life, it needs to be disposed.
Most organizations have a process of disposing of assets physically;
ValueWeb allows you to track the disposal of that asset. Why dispose of an
asset instead of just deleting it? Disposing of an asset takes it out of the
active asset stream and preserves the data of the asset in case you need to
refer back to it. You would never delete a record in ValueWeb, you always
dispose of it.

This section covers the process of disposing of an asset in ValueWeb.
To dispose of an asset in ValueWeb, follow the steps below:

e Open the Active Assets list and highlight the asset you wish to
dispose of.

o Select Component[List] from the file menu, then select Dispose
Asset. A splash screen will appear warning you that this process is
not reversible as illustrated in Figure 61. Click OK if you wish to
continue with the disposal or click Cancel if you wish to abort the
process.
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Figure 61. Disposal Warning.

e Once you click OK the Disposal Code splash screen will appear as
illustrated in Figure 62

Eqizy Ligyasil Sl 31

Azset D

Disposal Code

Figure 62. Asset Disposal Code Box.

e Select a Disposal Code from the Drop down menu and click OK.

You have now disposed of an asset in ValueWeb. You can view the asset
record in the Disposed Assets list.

When the asset is disposed of, the asset’s status is changed to Disposed and
the asset is moved from its current system into the Disposed System.

4.9  Exporting Data in ValueWeb

ValueWeb allows you to export any of the list data to an Excel or web spreadsheet.
This allows you to analyze and report on some of the data in ValueWeb.

This section covers how to export data to Excel or in a web format that displays a
spreadsheet.

To export a list to an Excel spreadsheet or a web document, follow the steps below:

e Open the list you wish to export data from.

e Click the Excel icon on the toolbar.

e The Save Export to File box will appear. If you wish to export your data to
an Excel spreadsheet, type in a name for your spreadsheet and add the .xls
extension on the end.
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¢ If you want to view the data as a table in a web document, do not add any
extension. The file will automatically be saved as an html file.
e The file will appear on your desktop.
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APPENDIX A — Ongoing Asset Management Folders and Lists

The left portion of the ValueWeb desktop is a Tree View of all standard folders and lists used to
maintain the Asset Management database. The Ongoing Asset Management Group is the group you
will be using most often.
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Asset Operations Folder

List Function
QA Assets from Scan Files QA scan files that come in from i.collect scans.
All Assets View, create and maintain all assets.
Active Assets View assets with status of active. Create and maintain assets.
New Assets View assets with status of new. Create, maintain and accept assets.

Assets on Loan

View assets with status of On Loan. Create and maintain assets.

Assets on Repair

View assets with status of On Repair. Create and maintain assets.

Disposed Assets

View assets with status of Disposed. Create and maintain assets.

Make/Model View, create and maintain asset makes/models.
Loan/Repair View, create and maintain loan/repair records.
Asset Adjustment Codes View, create and maintain asset adjustment codes.

Asset Classes

View, create and maintain asset classes.

Asset Equipment Types

View, create and maintain asset types.

Cost Centers

View, create and maintain cost centers.

Disposal Codes

View, create and maintain disposal codes.

Departments

View, create and maintain departments.

Vendors

View, create and maintain departments.

System Operations Folder

List Function
ALL Systems View, create and maintain systems.
WORKSTATION Systems View Workstation systems. Create and maintain systems.
STOCK Systems View Stock systems. Create and maintain systems.

PRINTER Systems

View Printer systems. Create and maintain systems.

EQUIPMENT ROOM Systems

View Equipment Room systems. Create and maintain systems.

DISPOSED System

View Disposed systems. Create and maintain assets.

Locations View, create and maintain locations.
Person View person records.

Sites View site records.

System Type View system types.

Asset Lists by Type Folder

List Function
Laptops View laptops. Create and maintain assets.
Desktops View desktops. Create and maintain assets.
Monitors View monitors. Create and maintain assets.

Network Printers

View network printers. Create and maintain assets.

Local Printers

View local printers. Create and maintain assets.
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EE Data (Hardware/Software) Folder

List Function
Adapters View adapter data
Drives View drive data
Nodes View scanned assets
Nodes (Local) View BIOS and Operating System data
Nodes (Software) View assets and software data
Software View software data

Set Definitions Folder

List Function
Vendor Type View, create and maintain Vendor Type values
Location Type View, create and maintain Location Type values
Usage View, create and maintain Usage values
Ownership View, create and maintain Ownership values
Asset Status View, create and maintain Asset Status values
All Set Definitions View, create and maintain all Set Definition values

Getronics Proprietary 87



ValueWeb User’s Guide 4.3.2.0 11/05/2004

APPENDIX B — Asset Management Processes

This section contains Getronics’ recommended Asset Management process to be used with
ValueWeb. These processes may vary depending on the requirements of your contract.

Each process has one or more diagrams visually outlining each process.
These processes include:

Receipt and Deployment Processes
QA Process

IMAC Process

Perpetual Scan Process

Disposal Process

Each written process is followed by a diagram illustrating that process.
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Receipt and Deployment of New Assets

Every company at one time or another acquires new IT assets. These assets can be purchased in bulk
or purchased individually. Having a good receiving process is an important first step in tracking the
life of an asset.

Whenever an asset is purchased or otherwise acquired, it needs to be entered into the asset repository
using ValueWeb or i.collect.

This document describes Getronics’ recommendation for the process of receiving new assets. These
processes may vary based on customer requirements.

The following acquisition processes will be covered:
e Overall process for receiving new assets
e Installing i.collect on new assets
o Deploying new assets

Receiving New Assets

When new assets are received into an organization there are various processes that take place. The
procedures that follow assume the purchasing process has already been completed.

The steps for receiving new assets as suggested by Getronics are detailed below.

The overall process for receiving new assets:

1. The asset is received by the receiving technician at a central location.

2. The technician applies an asset tag to the asset.

3. If the asset is a desktop, laptop, or server, the company-standard image is loaded and the
i.collect agent is installed and run and the data is sent to the asset repository.

4. If the asset is anything other than a desktop, laptop, or server and not associated with any

one of these, a data collection form needs to be completed and the asset needs to be
manually created using ValueWeb. Once the asset is created, it needs to be moved into a
stockroom system until it is deployed to an end user.

5. If the asset is immediately deployed to an end user, and is a core asset, the i.Collect
application is run. If the asset is not a core asset and is installed with an existing system,
follow the corresponding IMAC process for adding new assets.

6. The asset repository is updated.

Installing i.collect on new assets:

Most organizations will install a customized image of company-standard software applications on
new desktops, laptops, and servers. Getronics recommends including the i.collect agent on the image
so that the agent can be installed when the image is loaded on the system.
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If the system will be placed in a stockroom instead of being deployed immediately, the company
image should be installed on the system and a scan should be run on the new asset. If the asset is not
connected to the network then the asset should be manually added to the asset repository using
ValueWeb.

If the system will be setup immediately, the image is installed, along with the i.collect agent. i.collect
runs when the system is set up at the end user location. The data is then sent to the asset repository.

If the i.collect agent is not included in the organization’s image, then it will need to be installed
separately. The asset information will need to be manually input into the asset repository until the
system is deployed to an end user, then the repository will need to be updated with the new
information, which will take place via i.collect scan.

Deploying New Assets:

Once new assets have been received, they are usually placed in a stockroom or “holding” area waiting
to be deployed. Assets can also be deployed immediately upon arrival into an organization. In either
case, the following process for deploying new assets should be adhered to.

1. The desk side technician receives an order to install a new asset for an end user.
2. The desk side technician obtains the equipment from one of two places:

a. The asset is taken from the stockroom with the i.collect agent already installed on the
system (if the asset is a core asset). The desk side technician installs the new asset at
the end user location and runs Splash.exe to update the asset. Upon validation of the
asset in ValueWeb, the database automatically moves the asset from the stock system
into its own system (which is created automatically).

b. The asset is received directly from the receiving technician and an image is
immediately installed on the new equipment (if the asset is a core asset). When the
image is installed the i.collect agent is also installed and the desktop technician then
runs the i.collect agent and performs a scan. If the asset is a non-core asset, the asset
is set up at the end user location and Splash.exe is run and the asset is added to the
existing system.

3. If the asset is a peripheral asset not associated with a desktop setup, follow the IMAC
process for adding a new asset.
4, The asset repository is updated.
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QA Process

The QA process is one of the most important aspects of maintaining the integrity of the asset
repository. To ensure the integrity of the data in the database, a QA process must be in place.

ValueWeb has an automatic QA process that takes place when assets are imported into the database
from the Cell Manager. The QA tables are a combination of tables in Enterprise Explorer and
ValueWise that work together to form the QA table. When a record with invalid data (such as make,
model, asset type, user, etc.) comes into the database from a scanned asset record, it is checked
against existing data (also referred to as Definition Data) in the asset repository. If that data is not
already in the database, the record will remain in the QA table until it is corrected.

Getronics recommends checking the QA tables using ValueWeb at least once per day.

The following process explains how QA should be performed on new assets coming in to the asset
repository.

QA Process

1. The Asset Manager checks the “QA Assets from Scan Files” list in ValueWeb. Any
errors that have come in via i.collect scan can be found in this list.

2. The Asset Manager validates the data in the QA table. The asset records that remain
have errors.

3. The Asset Manager opens each record and looks at the Comments section on Asset
Attributes screen. The Comments field will tell you what problems are preventing the
record from going into ValueWise. The problems that usually arise are invalid cost
center, invalid person, invalid make and model, etc.

4. The Asset Manager corrects the asset records.

5. Once all records have been corrected, the Asset Manager runs the Validation Routine
again and the records are then imported into ValueWise.

6. The asset repository is updated.

Getronics Proprietary 92



ValueWeb User’s Guide 4.3.2.0

11/05/2004

There are no records
in QA table

Data isimported into EE database
and into QA table

Records

There are errors in A

Getronics Proprietary

93



ValueWeb User’s Guide 4.3.2.0 11/05/2004

IMAC Process

The IMAC (inventory move, add, change) process is a very important aspect of maintaining data
integrity within the asset management repository. An IMAC is defined as an inventory move, add, or
change to an IT asset that is being tracked using the asset management system. Anytime an IMAC
takes place, the asset repository must be updated to reflect any changes. The updates can take place
at the desktop with i.collect or in ValueWeb.

We highly recommend the updates take place at the end user’s desktop using the i.collect tool,
however, in the event that this cannot be done (i.e., if the end user’s desktop is not connected to the
network) we have also included procedures for entering IMAC information directly into the asset
repository using ValueWeb.

These processes assume the i.collect tool has been installed.

This document describes Getronics’ recommendations for processes for asset management IMACs.
These processes may vary based on customer requirements.

The following IMAC actions will be covered:
o Desk side visits, including replacement, addition or upgrade of an asset or system.
e Change of user
e Change of location and/or site

Desk Side Visits

A desk side visit takes place when a repair, replacement, upgrade, or addition of a system or
peripherals is necessary.

Repair
When a technician makes a desk side visit to repair an asset, the Asset Manager needs to record the

repair in the asset repository using ValueWeb, and if necessary, give the user loaner equipment until
the asset is repaired. The following describes this process:

1. The technician makes a desk side visit and takes an asset to be repaired. The technician
leaves a replacement asset until the original asset is fixed.

2. The technician gives a copy of the ticket to the Asset Manager.

3. The Asset Manager gives the asset on repair a status of On Repair and enters the
appropriate information using ValueWeb.

4, The Asset Manager gives the loaner asset a status of On Loan and moves the asset
(temporarily) from a Stock System to the end user’s current system.

5. When the asset is repaired and returned, the help desk technician gives the Asset
Manager a copy of the ticket and returns the loaner asset.

6. The Asset Manager gives the repaired asset a status of Active using ValueWeb.

7. The Asset Manager returns the loaner asset to the stockroom, gives it a status of Active
and moves it back into the Stockroom System using ValueWeb.

8. The asset repository is updated.
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Replacement

When a technician makes a desk side visit to replace an asset in a system (i.e., monitor, local printer,
etc.) an i.collect scan must be run at the end user’s desktop to update the local information, which will
in turn, update the asset repository.

Replacing a core asset:

1.

2.
3.
4,
5

6.

The technician makes a desk side visit and replaces a core asset (desktop, laptop, system)
of an end user’s system.

After the asset is replaced and functional the technician installs i.collect (if not already
installed) and completes the i.collect GUI with the proper information and runs a scan.
The technician disposes of the old core asset according to the Disposal Process.

The technician gives a copy of the ticket to the Asset Manager.

The Asset Manager disposes of the old asset using ValueWeb according to the Disposal
Process.

The asset repository is updated.

Replacing a non-core asset:

N

o0k ow

The technician makes a desk side visit and replaces a non-core asset of an end user’s system.
After the asset is replaced and functional the technician runs the Splash.exe program to
initiate the i.Collect GUI.

The technician deletes the old asset and adds the new asset to i.Collect and runs a scan.

The technician disposes of the old asset according to the Disposal Process.

The technician gives a copy of the ticket to the Asset Manager.

The Asset Manager disposes of the old asset using ValueWeb according to the Disposal
Process.

The asset repository is updated.

Asset Replacement Process

Technician makes a
deskside visit to
replace an asset

Technician runs
l.collect and updates
asset information

Technician disposes

of old asset
according to disposal
process

Copy of ticket is sent
to Asset Manager

Asset Manager
disposes of asset in
system

Technician installs

i.collect and adds
asset information

Asset repository is

updated

Technician runs
i.collect and updates
asset information

Technician disposes
of old asset
according to disposal
process

Copy of ticket is sent
to Asset Manager
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Upgrade

When a technician makes a desk side visit to upgrade internal hardware or software of a desktop or
other peripheral (i.e, new hard drive, more memory, new operating system, etc.) an i.Collect scan
must be run at the end user’s desktop to update the local information, which will in turn, update the
asset repository. This can only be done using i.collect. There is no procedure for this process
involving manually entering this hardware and software data into the asset repository using
ValueWeb.

1. The technician makes a desk side visit and upgrades internal hardware or software of an end
user’s system.

2. After the hardware or software is replaced and functional the technician runs the Splash.exe

program at the end user’s desktop. No changes are made to the demographic and asset data

in the i.collect GUI. The scan will detect the hardware/software changes during the scan.

Technician gives a copy of the ticket to the Asset Manager.

The scan takes place and the asset repository is updated.

pow

Software Upgrade Process

Technician makes
deskside visit to
add/update software

Technician runs
i.collect and performs
scan

Copy of ticket is sent to
Asset Manager

Asset repository is
updated
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Addition

When a technician makes a desk side visit to add an asset to a system (i.e., new local printer or
scanner) an i.collect scan must be run at the end user’s desktop to update the local information, which
will in turn, update the asset repository.

Addition of a core asset:
1. The technician makes a desk side visit and adds a core asset (desktop, laptop, system) for an
end user.
2. After the asset is added and functional the technician installs i.collect (if not already installed)
and completes the i.collect GUI with the proper information and runs a scan.
3. The technician gives a copy of the ticket to the Asset Manager.
4. The asset repository is updated.

Addition of a non-core asset:

=

The technician makes a desk side visit and adds a non-core asset to an end user’s system
2. After the asset is added and functional the technician runs the Splash.exe program to
initiate the i.collect GUI.

The non-core asset is added to the system via the i.collect GUI.

The technician gives a copy of the ticket to the Asset Manager.

The asset repository is updated.

SARE

Add Asset Process

Technician makes a
deskside visit to add an
asset to a system

Technician runs
i.collect and updates
asset information

Copy of ticket is sent to
Asset Manager

Asset repository is
Updated

Isita core
asset?

i.collect
installed?

Technician installs
i.collect and adds asset
information

Technician runs
i.collect and updates
asset information

Copy of ticket is sent to
Asset Manager

Asset repository is
updated
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Change of User

This procedure describes the process of changing the user of a system. This process takes place when
a system is moved from one user to another.

All user data in the ValueWise database comes from the help desk system. If the asset is being
transferred to a new user, that user record must be created in the help desk system, then imported into

the asset repository. Once the user record is the database, the change of user for the asset is ready to

take place.
1. The technician installs the system or asset for a different user than what is in the asset
repository.
2. After the system or asset is installed and functional the technician runs Splash.exe at the
end user’s desktop.
3. The technician changes the information to reflect the new user.
4. A scan is run and the asset repository is updated.

Change User Process

Technician moves asset
from one user to
another user

New user information
is entered into
database from help
desk

Technician runs

i.collect and updates
user information

Copy of ticket is sent to
Asset Manager

Asset repository is
updated

Ueerdots Technician runs
in i.collect and updates
datbase? user information

Copy of ticket is sent to
Asset Manager

Asset repository is
updated
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Change of Site and/or Location

This procedure describes the process of changing the site and/or location of a system. This process
takes place when a system is moved from one site and/or location to another.

Site and location data are created separately in the asset repository, however, when you move a
system from one location to another, the site information is linked to it.

Before moving a system from one site/location to another, be sure the data for the new site/location
currently exists in asset repository. All site data comes from the help desk system and is transferred
to the database.

=

The technician moves the system to a different site and/or location.

2. After the system is installed and functional the technician runs Splash.exe at the end user’s
desktop.

The technician changes the demographic information to reflect the new site/location.

4. Ascanis run and the asset repository is updated.

w

Site/Location Change Process

Technician moves asset
to different
site/location

New site information is Aita daka Technician runs
entered into database 2 in i.collect and updates
from help desk database? location information

Technician runs Copy of ticket is sent to
i.collect and updates Asset Manager
location information

Asset repository is
updated

Copy of ticket is sent to
Asset Manager

Asset repository is
updated
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Perpetual Scan Process

The perpetual scanning process is implemented after the i.collect tool is installed on end user
machines and the initial scan is run. After the initial scan has run, the i.collect will run again in the
number of days set within the i.collect agent (usually 30 days). i.collect can be configured to run in
the background with little or no impact on the end user’s machine. When used in conjunction with
the Automatic Data Push Tool, the i.collect perpetual scan process keeps the data in the asset
repository current. The Automatic Data Push Tool functionality is also explained in these processes.

The frequency of perpetual scan is configured when the i.collect agent is created. Getronics
recommends a perpetual scan take place every 30 to 60 days.

This document describes Getronics’ recommendations for the perpetual scan process. These processes
may vary based on customer requirements.

Desktop Data Push Tool

The Automatic Data Push Tool is an external tool (separate from the MRO suite of asset management
products) that “pushes” data that was updated manually in the asset repository using ValueWeb down
to end user desktops. This application creates files and holds them in a folder on the Cell Manager.
Once the perpetual scan is run, i.Collect checks this folder for updates to existing data and uses the
updated data during the scan. This process happens automatically every evening. This keeps both the
asset repository and the data at the desktop in sync.

Perpetual Scan Using i.Collect

1. The i.Collect tool is installed on all end user desktops and configured to run a perpetual
scan every XX number of days.

2. The perpetual scan runs and brings updated data into Enterprise Explorer, then into the
QA tables.

3. The Asset Manager follows the QA process for checking and correcting the data in
ValueWeb.

4. The Asset Manager uses GetReports to check for exceptions in the scanning process (i.e.,

machines that weren’t scanned).
The Asset Manager corrects any exceptions.
6. The perpetual scanning process is complete and runs again in XX days.

o
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Perpetual Scan Process
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Disposal Process

The Disposal process takes place when an asset has reached the end of its useful life. Once an asset is
destroyed, broken, obsolete, etc. the asset has to be disposed of. Whenever an asset is disposed of,
ValueWeb is used to update the database and reflect this change.

This document describes Getronics’ recommendations for IT asset disposal. These processes may
vary based on customer requirements.

Asset Disposal

There a several different instances of asset disposal that can occur in an organization. We will cover
the most common instances in the following procedures.

Physically Disposing of an Asset

Most organizations already have a process for disposing of IT assets. We recommend the following
procedure, along with the procedures for updating the database using ValueWeb to ensure an efficient
disposal process.

1. The desk side technician deems the equipment to be unusable. The equipment needs to
be disposed of.
2. The desk side technician gives the old equipment to the Asset Manager who puts it in a

stockroom where it a third-party vendor will come and remove the equipment once per
month or as specified.

3. A form is completed with the asset information for input into the asset repository. The
form is signed by an authorized manager for disposal. (See attached Asset Disposal
Form).

Disposing of Assets in a Stockroom

This process follows the process of physically disposing of an asset. Documentation should be kept
and copied for the Asset Manager to dispose of the assets in the asset repository using ValueWeb.

1. Assets are disposed of and corresponding documentation is given to the Asset Manager.

2. The Asset Manager goes into the Stockroom system in ValueWise where the disposed
assets reside and gives the assets a status of “Disposed.”

3. The Asset Manager then moves the disposed assets from the Stockroom system to the

Disposed system using ValueWeb.

Equipment is Broken and Replaced

When equipment breaks down, a desk side technician is called to fix the equipment or it is deemed
disposable. Once the asset or system is replaced, the old asset/system needs to be disposed of in
using ValueWeb. There are different processes for disposing of assets and systems at the System
level in ValueWeb. The first process is for disposing of a non-core individual asset (monitor, local
printer, scanner, etc.). The second process is for disposing of a core asset (desktop, laptop, server,
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network printer). The third process is for disposing of an entire system (i.e., desktop and monitor
setup). These three processes are defined below.

Disposing of a non-core asset:

1.

w

o

The desk side technician replaces a broken asset with a new one. The old asset needs to
be disposed of.

The desk side technician gives the Asset Manager a copy of the help desk ticket.

The Asset Manager physically disposes of the asset according to company guidelines.
The Asset Manager searches for the asset in ValueWeb and gives it a status of
“Disposed.”

The disposed asset is moved from its current system to the Disposed System.

The asset repository is updated.

Disposing of a core asset:

1.

wmn

o

The desk side technician replaces a broken core asset with a new core asset. The old core
asset needs to be disposed of.

The desk side technician gives the Asset Manager a copy of the help desk ticket.

The Asset Manager physically disposes of the asset according to company guidelines.
Following the IMAC process of creating a new system and asset record for the new core
asset, the existing assets in the old system (i.e., monitor, local printer, etc.) are moved to
the new system.

The Asset Manager gives the disposed core asset a status of “Disposed” and moves it to
the Disposed System.

The old system should now be empty and given a status of Disposed.

The asset repository is updated.

Disposing of a system:

1.

w

o

The desk side technician replaces an obsolete desktop and monitor with a new desktop
and monitor. The old system is deemed unusable and needs to be disposed of.

The desk side technician gives the Asset Manager a copy of the help desk ticket.

The Asset Manager physically disposes of the assets according to company guidelines.
Following the IMAC process of creating a new system and asset records for the new
workstation setup, the old assets and system needs to be disposed of.

The Asset Manager gives the old assets a status of “Disposed” and moves them to the
Disposed System.

The Asset Manager gives the old system a status of Disposed.

The asset repository is updated.
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sposal Process
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Asset Disposal Form

This form needs to be completed whenever an IT asset is ready to be disposed of. The Asset Manager
should keep a copy of this form for their records.

Asset ID:
Asset Type: Serial Number:
Date of Disposal: Ticket Number:

Reason for Disposal:

Asset Manager’s Signature Date

Supervisor Signature Date
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APPENDIX C — Glossary of Terms

This section contains a glossary of terms used throughout this manual related to asset management
processes and tools.
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Glossary

Active: Active is a status used in the asset repository to describe an asset or system that is currently
functional and being used.

Asset: An item of property regarded as useful or valuable to have. In the IT environment, examples
of assets are desktops, laptops, printers, software, external hard drives, etc.

Asset Class: The highest level of classification of asset equipment. Asset Classes in ValueWeb
include CPU, Monitor, Modem, etc.

Asset Type: A breakdown of the Asset Class classification of equipment. Asset Types in ValueWeb
include Desktop, Laptop, Monitor, CD Rom, PTR-Local, etc.

Asset Management: The tracking and management of asset, demographic, and contract data. Asset
tracking data includes make, model, class, type, CPU speed, etc. Demographic data includes cost
center, user, location, etc. Contract data includes break/fix maintenance, help desk support, leasing,
etc.

Core Asset: An “intelligent” asset. Core assets in ValueWeb include desktops, laptops, servers, and
network printers.

Cost Center: Accounting codes/names of an organization related to the financial department.

Department: Groups in organizations that usually define function. In ValueWeb, Departments are
made up of one or more Cost Centers.

Disposed: Disposed is a status used in the asset repository to describe an asset or system that is no
longer on the physical premises and has been discarded.

Enterprise Explorer: Part of the MRO suite of asset management tools, Enterprise Explorer (also
referred to as EE) is the software and internal hardware data repository. EE is also used to capture
and import scan data into the QA tables.

Field: A field is a data attribute that makes up part of a record in a database. For example, a cost
center is an attribute of an asset record.

i.collect: Data collection tool that resides on the desktop and sends asset and demographic data back
to the ValueWise database.

Location: A location is where assets within a system physically reside. In ValueWeb, a location is
determined by one or more factors: Site, Building, Floor, Room, Desk/Cubicle.

Pending: Pending is a status used in the asset repository to describe a system that is waiting to be
Active.

Person: A person is a user in ValueWeb. A person record is linked to a System record.

Query: Specific defined values used as a filtering tool to narrow a search and display only that data
meeting defined search criteria.
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Record: A group of related data attributes in a database. Tables in a database are made up of several
records.

Search Argument: Criteria which defines a query.

Set Definition: A table which houses a configurable group of values that appears in drop-down
menus.

Site: A geographical location with a physical address where assets reside. An example of a site
could be a campus with multiple buildings, a military base, or a single building.

SQL: SQL is an acronym for Structured Query Language. SQL is programming language for a
database used in queries.

Status: An attribute of an asset or a system that describes its current state.

System: A group or arrangement of items that relate to or interact with each other to form a whole.
In IT asset management, the group or arrangement of assets that interact with each other to form a
whole is a system. Types of Systems in ValueWeb include Workstation, Printer, Stock, Equipment
Room, and Disposed.

Table: A group of related records in a database.

Usage: A data attribute used to describe how an asset or system is used in ValueWeb. Usage values
can include In Use, Not In Use, Network Use, Home Useg, etc.

Value: Data which is part of a group that makes up a data attribute.
ValueWeb: The web-based graphical interface for the ValueWise database.
ValueWise: Asset repository in which assets are tracked.

Vendor: A service or product provider of IT assets.
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