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.
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Location Pegasus

Item microscope

Serial Number. 50515545

Brand Name Wolfe

UTID #

Asset# 002350

Assigned To Margaret Riddle

Notes Intermediate Stereomicroscope

Orderir!g Cost| $303.05
Information

P.O./Order # 2006A35765

Date Received  06/06/2006
Date Delivered 0g/07/2006

150] o Y Browse =] 4] 2
Far Help, press FL [ |nom |

Histart| (3 [ 5] (4] ] (=] @ 1@ & & &1 | )|inbox-Microsoft Outiook | 1] Document - Microsoft ... [ Filemaker Pro - [Pega... [Dl®e 39 3 arm

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

BN FileMaker Pro
7 Fle Edit Yiew Inssrt Format Records Scripts Window Help

DE-Ray b - |8Ee @ @SSR 0
[ ==~ A8 7 O =S4 -

Pegasus]

=18l=l
=181x|

For Help, press FL

Browse || Looation fem uTIo# Serial Number iodel Number Cost | P.O/0rder# |Date Rec . |Date Defiv | feser # Pesigned To Hotes
| e awteEsT i TS| SOUTRIS | UTTEHIOES | UITER | UReTeY (s
o sl Pegasus frinter LG5 $90.00 | 2006410045 | 0172472005 | 027377005 | 000125 |Patty Coffey
Layaut: lPegasus frinter SHVABKIWEKE 097 121711004 | D1/26/2005 | 001005 _|Denna Prie
Fom ¢ [Fegasus printer GMmzRAS 1 Dell 8378 00 | G005/GA7ST | OBM7/I005 | DIIS/005 | 002086 |Cody Baid Freedom Computer (ab
Pegasus jprinter JizRas Dell §318.00 | F005GHTST | OG/VF/I005 | OGYIA/2006 | 007103 |wike Stevenson |Removed from Hiton Lab
Pegasus fprinter Bew017 1 Oell 17000 | 2005001624 | 09/06/200% | 10M5/2006 | 002038 argarer Riddle
Pegasus fprinter 2RT3171 Oell 18000 | 2006000454 | 110872005 | 11/18/2005 | 002246 |Steve sage
Pegasus fprinter 2044171 el $199.99 | J006C0043¢ | 110872005 | 11/16/005 | 007243 [Temie Critenden
Pegasus fprinter 2Tvz171 el $199.99 | 7006C0043¢ | 110872005 | 012573005 | 001954 | Dariel Koual
Recort [IPrme fprinter aTv3171 oell $199.99 | 2005C00434 | 110872005 | 02A13/2008 | 002050 |Mary Tomin
L=T egasus fprinter GHE4171 Dell $199.99 | 2005000434 | 110872005 | O1A0G/2008 | 00I0Z6 _|George Hazhn
117 Pegasus frinter 257BN71 Dell §900.00 | 2005000913 | 021472005 | 06/19/2008 | 001208 |Wargaret Riddls _|Hilton Lab
Total Pegasus frinter [e2vatat DELL §100.00 | 2005C01381 | 0671172005 | 0BM09/2006 | 002341 _|Cody Baird
218 Pegasus jprinter KDV 1 Dell 521600 | 2006001852 | 08/1172006 | 0B/ 12006 | 003712 |Robent Perdive
Sorted Pegasus jprinter sxcve Dell 521600 | F000C01852 | 0671172006 | 0B/51/2006 | 002714 |Joan hoWiharter
Pegasus fprojection soreen [Fpuollo 6855 | 311001773 | 10427/2005 | 11A0/2005 | 002718 |Jeanne Jordan |0x00 wall-mourted
Pegasus fprjection soreen [#pallo 6833 | 311081773 | 10427/2005 | 110872005 | 002721 [Teme Crimenden [0x60 wall-mourted
Pegasus fprjector soren na Uisa tfitson ripod 60" )C0”
Pegasus fprjector scraen na aratond F119.98 001578 _|Party Coffey tripod 60" (6D
Pegasus fprjector scraen na PTo06058 [epailo 11401 | 374647354 | 020372005 | 0271272005 | 001572 |sara Price tripod 60" (6D
Pegasus fprofector sersen na PTE06050 Fpalla 1401 | 274697354 | 0LU3/I005 | 0227005 | 001574 |Cody Baird tripod 60" ¥ 80"
Pegasus fprofector sersen na Fpalla 1401 | 274647354 | 0ZU3/I005 | D320 | 001588 [Tom Bennett tripod 60" ¥ 80"
Pegasus roling tv cart 0311374 Bretford 1400 Freedom
Pegasus roling tv cart 0311374 Bretford 140.00 | G004G2076_| 0873072007 | DSr20/2002 Wrgarst Fiddie
Pegasus flling v cart [Fpollo 171 66 20112008 Freedom
Pegasus roling tv cant 0311374 Bretford 14000 | F0047G707H | 0/20/2007 | 0GAIOS002 Wrgaret Riddle
Pegasus rlling v cart aretiord 14000 | 2004967076 | 0/20/2007 | 0G420/2002 rgarer Fiddle
Pegasus rlling v cart aretiord 14000 | 200496707H | 0/20/2002 | 0G420/2002 rgaret Fiddle
Pegasus rlling v cart arationd $140.00 | I00426707H | 09/30/2002 | 0B4I013007 rgaret Fiddle
Pegasus roing v cart aratond §149.99 | J004267976 | 0872072002 | 0GAI073007 hargaret Fiadle
Pegasus [scanner U UnaBat1 Canen 14099 08142003 Dorra Prics
Pegasus [shredder Fellows $19.72 0BrZE00%
Pegasus jsmartbard RI00342 1 SmartBoard | 139,00 | J000AHZ34 | 080772005 | 06A07/2006 | 002628 connected to computer
Pegasus jsmartbard RIO0465 1 SmanBoard | §1,390.00 | J000A4HZ34 | 050772005 | 06A07/2006 | 001625 connected to computer
Pegasus jsmartbard RI003417 SmanBoard | 190,00 | J000AAHZ34 | 050772005 | 06A07/2006 | 002630 connected to computer
Pegasus jsmartboard RI0D3441 Smanfoan | 1 368 00 | 2000443306 | 05/16/200 | 08157200 | 002657 oonnected to computer
Pegasus jsmartboard RI0D1602 Smanfoan | 1 368 00 | 2000#43306 | 071672006 | 08155200 | 002634 oonnected to computer
Pegasus elephane AMDDO187482 [atar 3
Pegasus g 208819725 25100 Sharp 28090 | 200496707H | 0/20/2002 | 0G420/2002 rgaret Fiddle
Pegasus g 208810733 #5100 shap 29999 | J004E6797H | 0872072002 | 0GAI073007 hargaret Fiadle
Pegasus g 208810771 #5100 shap 29999 | J004E6797H | 0872072002 | 0GAI073007 Fiton
Pegasus v 206818720 25100 Shar §299.99 | 2004507976 | 08/20/2002 | 062072003 Margaret Riddle
Pegasus i 206818776 25100 sharp 920900 | 3004862076 | 08/20/2002 | 06/20/2001 Filton
Pegasus g 208810728 Z7U-s100 Sharp §290.00 | 2004267076 | 03/20/2002 | 0B2072003 Filton
Pegasus g 3CAKEDOSDAA [puzrer Samsung | 926099 001684 _|Freedom
Pegasus g 11002549 B27E30 it §22086 | B00AHG00_ | 08/D6/I005 | 0BY12/2006 | 001668 |Freedom
Pegasus MR E11281543 WHZ-401 Quazar Fau 001676 |Freedom
Pegasus ER F21C18347 PRAHELE panasonic | §0A0% | 2002AG2076 | 03/20/2007 | 0B0/002 rgaret Fiddle
Pegasus ER F21C267 15 PRAHELE panasonio | §0A0% | 2002A62076 | 0372072007 | 0B0/002 ko
Pegasus R F21C18750 PRSI panssonic | 0805 | 300363076 | 0373071007 | 0602003 rgaret Fiddle
Pegasus R F21C28721 PR panssonic | 9895 | 001867976 | 073072002 | 082072003 hargaret Fiadle
Pegasus MR 30-0413086 SLvNSo0 sony o95 n V21172004 | 021172004 Filkon
Pegasus [VER/DVD player F251F5440 DRCEE0N RCA 14195 A4HG0G | D05/2005 | 091272005 | 001891 [Freedom
Pegasus [vizual presenter 793800 |a1504 EV2000AF Eme 199421 | 2000407564 _| DB/17/2006 | OTAS/A008 | WA Mrgarst Fiddle
Pegasus jweather station [ 6162 vantage Pro [l |Davis §604.05 | I000GH0T | 06/17/2005 | O7A0/2008 | 001640 |Perduiesage
Pegasus [weather station [ 6162 vantage Pro Il |Davis 60405 | J000GH0T | 06/17/2006 | OTA0/2008 | 001642 |Perduieisage
Pegasus jweather station [ 5167 vantage Pro | |Davis §604.96 | G000/GH03T | 0/17/2006 | OTA3/000 | 001644 |Penduiedsage =
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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
+ [tem
#+ Serial Number
4+ Model Number
+ Brand
+ Cost
4 Purchase Order Number
#+ Assigned To



Flip Between Views
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e Model Number
: Serial Number
Brand Name‘

UTID #

Asset #
' Assigned To

' Notes

Pegasus

smartboard
SB660
RI-003421

SmartBoard

002628

connected to computer

Ordering
Information

Cost | §1,399.00

2006A44234

‘Date Received gg/07/2006
Date Delivered g¢g/07/2006
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Please be advised that you may be audited at any
time to check the accuracy of your inventory.



