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About This Guide

The Asset Management Guide is intended for the Users of the Asset Management Application
(AMS@U).

User Guide describes the basic and advanced features available in this software. The screen shots,
menus, and workflow may have some variation depending on the version of the software.

This document is the property of Eduplex Solutions Pvt. Ltd (ESPL) and confidential. It must not be reproduced in whole or in part or

otherwise disclosed without prior written consent from Eduplex Solutions Pvt. Ltd.

The original copy is available in secured storage of ESPL and is stored in pdf format with version control. All printed copies, and all

electronic copies and versions, except the mentioned above, are considered uncontrolled copies used for reference only.

Objective of Asset Management

An asset is an item, thing or entity that has potential or actual value to an organization.

The asset management translates the organization’s objectives into asset-related decisions, plan
and activities, using a risk based approach as per ISO 55000 standard.

Asset  Management   

Balancing of 
costs Opportunities & 

risks against the      
assets

Optimization of 
the delivery of 

values

HOW TO LOGIN INTO APPLICATION

In case you forget your password, 
click on ‘Forget Password’ and 
follow the instructions further.

After giving User ID & 
Password, Click on ‘Sign In’ to 

get into the application

Type your ‘Password’

Type your ‘User ID’
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THE APPLICATION

Drop down menus are given to facilitate fast operation and help avoiding typing mistakes. In case
you find some items are not there in drop down, please discuss with system administrator. He/ She
can add item in the list if justified.

* marked fields are mandatory

• Category Parameters

Category Creation: Allows you to create assets with name.

Category List: shows the total list of categories created and make necessary changes if 

required. 

 CONFIGURATION SETUP

Name the Asset (like Monitor, Chair etc.)

Select the ‘Type of Asset’

Select from dropdown, whether 
the Asset is ‘Active’ or ‘Inactive’

Clicking on ‘Save’ button 
will save the data entered

Clicking on ‘Reset’ button will 
clear the data entered

Clicking on ‘Reset’ button 
will clear the data entered

Clicking on ‘Update’ button 
will save the data entered

Search a particular asset 
with ‘Category Name’

Click on ‘Edit’ to make 
changes of existing data

After login you will get the 
following ‘Menus’ which allows 

you to create required parameters 
for your Assets

From the dropdown, you can 
change ‘password’, update 
your profile & can Sign out 

from the application
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Status Label Creation: Allows you to create ‘status’ of assets.

Status Label List: shows the total list of ‘Status’ created. 

Clicking on ‘Reset’ button 
will clear the data entered

Clicking on ‘Reset’ 
button will clear the 

data entered
Clicking on ‘Update’ button 
will save the data entered

Search’ option allows 
you to search from 

‘Name’ field

Click on ‘Edit’ to make 
changes of existing data

Create ‘Status’ of Assets 
(like Ok, Defective etc.)

Select from dropdown, 
whether the Status is 
‘Active’ or ‘Inactive’

Clicking on ‘Save’ button 
will save the data entered

Manufacturer Creation: Allows you to create ‘Manufacturer’s Name’ of assets.

Manufacturer List: shows the total list of ‘Manufacturers’ created and make necessary changes if 

required. 

Clicking on ‘Reset’ 
button will clear the 

data entered

Clicking on ‘Update’ button 
will save the data entered

‘Search’ option allows you to 
search from ‘Name’ field

Click on ‘Edit’ to make 
changes of existing data

Clicking on ‘Reset’ button 
will clear the data entered

Give the ‘Manufacturer’s’ 
name

Select from dropdown, 
whether the Manufacturer is 

‘Active’ or ‘Inactive’

Clicking on ‘Save’ button 
will save the data entered

• Status Label Parameters

• Manufacturer Parameters
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• Depreciation Parameters

Depreciation Creation: Allows you to create ‘Depreciation’ details of assets.

Depreciation List: shows the types of ‘Depreciation’ created and make necessary changes if 

required. 

Model Creation: Allows you to create ‘Model Name’ of assets.

Clicking on ‘Reset’ button 
will clear the data entered

Create the type of 
‘Depreciation’

Select from dropdown, 
whether the Depreciation 
type is ‘Active’ or ‘Inactive’

Clicking on ‘Save’ button 
will save the data entered

Create the ‘Term’ of 
depreciation (in months)

Clicking on ‘Reset’ 
button will clear the 

data entered

Clicking on ‘Update’ button 
will save the data entered

‘Search option allows you 
to search with ‘Name’ & 

“Term’ fields.

Click on ‘Edit’ to make 
changes of existing data

Clicking on ‘Reset’ button 
will clear the data entered

Select from dropdown, the 
‘Manufacturer’ of the Assets

Select from dropdown, 
whether the Model is 
‘Active’ or ‘Inactive’

Clicking on ‘Save’ button 
will save the data entered

• Model Master

Give the Model Name

You can keep detailed 
description of the model
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EOL Creation: Allows you to create ‘End Of Life’ details of assets.

End of Life (EOL) List: shows the total list of ‘Status’ created and make necessary changes 

if required. 

Clicking on ‘Reset’ 
button will clear the 

data enteredClicking on ‘Update’ button 
will save the data entered

‘Search option allows you to 
search with ‘Name’ & “Model’ 

fields.

Click on ‘Edit’ to make 
changes of existing data

Model List: shows the types of ‘Models’ created and make necessary changes if 

required. 

• EOL Parameters

Clicking on ‘Save’ button 
will save the data entered

Create the type of ‘EOL’

Select from dropdown, 
whether the EOL Type is 

‘Active’ or ‘Inactive’

Create the ‘Term’ of 
depreciation (in months)

Clicking on ‘Reset’ button 
will clear the data entered

‘Search’ option allows 
you to search from 

‘Name’ & ‘Term’ field

Clicking on ‘Reset’ 
button will clear the 

data entered

Clicking on ‘Update’ button 
will save the data entered

Click on ‘Edit’ to make 
changes of existing data
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• Location Parameters

Location Creation: Allows you to create multiple locations of the same organization where 

their assets are deployed.

Location List: shows the total list of locations created and make necessary changes if 

required. 

 LOCATION

Create ‘Location’ 
with required 

details.

Clicking on ‘Save’ button 
will save the data entered

Clicking on ‘Reset’ button will 
clear the data entered

Select from dropdown, whether 
the Location is ‘Active’ or 

‘Inactive’

Clicking on ‘Reset’ 
button will clear the 

data entered

Clicking on ‘Update’ button 
will save the data entered

‘Search option allows you 
to search with the 

‘Name’ field.

Click on ‘Edit’ to make 
changes of existing data
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Building Creation: Allows you to create multiple buildings of the same organization where 

their assets are deployed.

Building List: shows the total list of buildings created and make necessary changes if 

required. 

Select the Location from the 
dropdown

Give Building’s name

Select from dropdown, whether 
the Building is ‘Active’ or 

‘Inactive’

Clicking on ‘Reset’ button will 
clear the data entered

Clicking on ‘Save’ button 
will save the data entered

The dropdown allows you 
to get the building list 

Location wise.

Click on ‘Edit’ to make 
changes of existing data

Clicking on ‘Update’ 
button will save the 

data entered

Clicking on ‘Reset’ 
button will clear 
the data entered

Select the Location from the dropdown

Select the Building from the dropdown

Give the ‘Floor’ Name/No. of the 
building.

Clicking on ‘Reset’ button will 
clear the data entered

Clicking on ‘Save’ button 
will save the data entered

Select from dropdown, whether 
the Floor is ‘Active’ or ‘Inactive’

Floor Creation: Allows you to create multiple floors on the same building where their 

assets are deployed.
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Floor List: shows the total list of Floors created and make necessary changes if required. 

Clicking on ‘Reset’ button will 
clear the data entered

Clicking on ‘Save’ button 
will save the data entered

Click on ‘Edit’ to make 
changes of existing data

Clicking on ‘Update’ 
button will save the 

data entered

Clicking on ‘Reset’ 
button will clear 
the data entered

Select the Location from 
the dropdown

The dropdown allows you 
to get the floor list 

Location wise.

Click on ‘Edit’ to make 
changes of existing data

Clicking on ‘Update’ 
button will save the 

data entered

Clicking on ‘Reset’ 
button will clear 
the data entered

Select the ‘Building’ from 
the dropdown

Select the Floor No. from the dropdown

Select from dropdown, whether 
the Asset is ‘Active’ or ‘Inactive’

Give the Room’s No. / Name

Room Creation: Allows you to create multiple rooms on the same floor.

Room List: shows the total list of Rooms created and make necessary changes if required. 
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• Barcode Parameter

Barcode Creation: Allows you to create barcodes for your assets.

 CREATION

Select the ‘Location’ from dropdown 
where the assets are deployed

Clicking on ‘Create’ button 
will create the No. of 

Barcodes entered above

Clicking on ‘Reset’ button will 
clear the data entered

Enter the No. of Barcodes 
required.

Sample of Barcodes created

Before Assets creation, you need to apply barcodes on the assets for easy future access.

Click here to take Printout 
of generated barcodes for 

application
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• License Parameter

License Creation: Apply one Barcode on each license (disc/paper). Then select the License 

Creation option & make requires entries for keeping the license details in the application. 

Clicking on ‘Save’ button 
will save the data entered

Clicking on ‘Reset’ 
button will clear the 

data entered

You can keep important notes or 
additional details of the license

Keep the cursor in the box and 
Scan the Barcode from the asset

Click on browse & upload 
related documents of the 

license for future reference
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Search option allows you to 
search through multiple fieldsChoose from dropdown the 

number of entries you want to 
view in a single page. 

In case an applied barcode on a license gets damaged, 
then Clicking on ‘DB’ button will generate a Duplicate 

barcode for that license

Sample of a Duplicate 
Barcode
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License List

License List

Make necessary entries in the 
respective boxes. 

Select required data from 
dropdown where applicable. 

* Marks are all mandatory fields.



Edit’ button allows you to 
make necessary changes in 

respective boxes 
EXCEPT THE ‘LICENSE TAG’ 

field. 

Select required data from 
dropdown where required. 

License List: shows the total list of assets created and make necessary changes if 

required. 

Search option allows you to 
search through multiple fields
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Clicking on ‘Reset’ button 
will clear the data entered

Clicking on ‘Update’ button 
will save the data entered
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• Asset Parameter

Asset Creation: Apply one Barcode on each assets. Then select the Asset Creation option 

& make required entries for keeping asset details in the application. 

Make necessary entries in the respective 
boxes. 

Select required data from dropdown where 
applicable. 

* Marks are all mandatory fields.

Clicking on ‘Save’ button 
will save the data entered

Clicking on ‘Reset’ button will 
clear the data entered

You can keep important notes or 
additional details of the asset

Keep the cursor in the box and 
Scan the Barcode from the asset

Click on ‘Browse’ & upload 
related documents of the asset 

for future reference
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Asset List: shows the total list of assets created and make necessary changes if required. 

Search option allows you to 
search through multiple fieldsChoose from dropdown the 

number of entries you want to 
view in a single page. 

In case an applied barcode of an asset gets damaged, 
then Clicking on ‘DB’ button will generate a Duplicate 

barcode for that asset.

Clicking on ‘Reset’ button 
will clear the data entered

Clicking on ‘Update’ button 
will save the data entered

Sample of a Duplicate 
Barcode

‘Edit’ button allows you to make necessary changes in respective 
boxes 

EXCEPT THE ‘ASSET TAG’ field. 

Select required data from dropdown where required. 
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• Check In/Out Parameters

Check In/Out:  is a process of optimizing the use of assets.

 CHECK IN/OUT

Scan the barcode of 
the asset which is to 

be allocated

The whole history of 
allocation of this asset will 

reflect here

Clicking on ‘Reset’ 
button will clear the 
allocation process

Clicking on ‘Check Out’ 
button, the asset will move 

out from stock & will reflect in 
the user’s name

Clicking on ‘cancel’ button 
will cancel the data 

entered

Clicking on ‘Check’ will 
generate another window 

with the asset details

Clicking on ‘Check’ will 
generate another window 
for Allocation/Check Out

When an asset is created, it reflects in the stock of the organization. Once the asset is 

allocated/Checked Out, it shows that it is in use & is out of stock. Similarly when it is taken 

back/Checked In, it shows that the asset is back in stock and is free for allocation.

Choose the Name of the 
person whom the asset is to 

be allocated

Give a note on this allocation 
(e.g. why is this asset being 

allocated to the user) 
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• Allocation Parameters

Asset Allocation and License Allocation: Same as Check Out process.

 ALLOCATION

Allocation is another form of Check IN & Check Out process. 
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Clicking on ‘Check Out’ 
button, the asset will move 

out from stock & will reflect in 
the user’s name

Clicking on ‘cancel’ button 
will cancel the data 

entered

Clicking on ‘Check’ will 
generate another window 
for Allocation/Check Out

Choose the Name of the 
person whom the asset is to 

be allocated

Give a note on this allocation 
(e.g. why is this asset being 

allocated to the user) 

Search option allows you to 
search through multiple fields

This dropdown allows you to 
get listed assets with required 

Status
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People Wise: This list shows the Employee list in an organization to whom the assets 

can be & have been allocated. It also reflects the total No. of IT assets, Non IT  assets 

and licenses an individual is holding.
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Clicking on ‘Check In’ button, the 
asset will be removed from the 

user’s name & will reflect in 
stock as unused

Clicking on ‘cancel’ button 
will cancel the data 

entered

Clicking on ‘Check’ will 
generate another window 

for Check In of assets

Choose the Name of the person 
whom the asset is to be taken back
Clicking on the Person’s Name will 

generate another window for 
Check In

Keep a note or reason for taking 
the asset back from the user

• People Wise Allocation

This category is required for Check In of assets from the user.

Search option allows you 
to search with Name

Choose from dropdown the 
number of entries you want to 

view in a single page. 
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• Database Parameters

Backup Database: It is advisable to keep backup of your data at regular intervals. The 

database parameter allows you to take backup of your data in just ‘one click’.

 DATABASE

The history of the backup 
will be shown in the 
‘Action History’ field

Click once in the ‘Start Backup’ 
button and backup of all your 

data will start
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