
Using the Inventory Database 
You will need to transfer your campus database from the CD to a computer before 
entering data. Keep the CD as a back up.  
To do this follow the next set of directions: 

1) Put the CD in the drive of the computer you plan to maintain inventory 
2) Double-click on My Computer then click on the CD drive icon 
3) Right-click on the database and choose “Copy” 
4) Go the location you want to put the database, right-click and choose “Paste” 

  
Open your campus database 
Click the radio button that states “Guest Account” 
Click OK 
Click OK on the error message that pops up stating “FileMaker cannot share a file…” 
The database will open 
 
Please Be Advised – There is NO UNDO BUTTON. When you make a change (or 
delete something) the change is automatically made and saved.  
 
 
RECORD VIEW 

 
 
 
This is a single record view. It includes a picture of the item for you to reference.  
Add records and enter data just like you would in the Purchase Request database.  
 
 



LIST VIEW 

 
 
 
This is a list view. It has basically the same information as the record view, but allows 
you to look at multiple items at one time.  
 
 
The Most Important Information to Track 

 Item 
 Serial Number 
 Model Number 
 Brand 
 Cost 
 Purchase Order Number 
 Assigned To 

 
 
 
 
 
 
 
 
 



                                               
 
 

 
 
Please be advised that you may be audited at any    
time to check the accuracy of your inventory.  
  

Flip Between Views 

Scroll through records 


