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USER & INFORMATION GUIDE

ACCOUNT CREATION @ ACCESS

ATMS is built on the Zoho Creator platform. You will receive an email from the Zoho Team
<noreply@zohoaccounts.com> depicted below. Check your spam folder for the email. Contact the TIS
district office if you do not receive the email.

1. Click on “Accept Invitation” (See below)

. LONO 1eam <nNoreply@zonoacCounts.com> OV AM (| IMiNUTe 8go) w5 =) ™

g6xt | Creator

You've been invited lo use an application 'ATMS DEMO' built on Zoho Creator b

“solutionsengineers@udtonline.com”.

Accept the invitation to join their org and agg€Ss the application

Zoho Crealor helps organizations fix inefficient processes, keep data organized, and overcome limitations of

packaged software. You can builld your own apps too: Find out how o gel started »

2. Enter your Full Name and provide a Zoho Creator specific password. Initial access to the platform
requires the creation of a unique password.

. ______________________________________________________________________________________________________________________________________________________________|]
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PGE | Accounts

Create a Zoho Account

Hi , you're one step away.

[CIshow

By Creating an Account, | agree to the Terms of Services and Priva

Create Account

3. Click on “Accept Invitation”

Zoho
<§° Creator

'solutionsengineers@udtonline.com' invited you to access gfms-demo-edu

Accept the invitation to join their org and accef?the application

ACCEPT INVITATION

This application was built on Zoho Creator. You can build your own apps too: Find out how to get started »

Please read and agree to the Zoho Creator Terms of Service to proceed further.

. ______________________________________________________________________________________________________________________________________________________________|]
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You should now have access and be directed to the Leon County Schools ATMS. You may be required to
authenticate.

If not, please go to the next step.

4. Make sure to save the link to the website for future access.
https://creatorapp.zoho.com/udtorlando/leon-county-schools#Dashboards

Leon County Schools

General Information

Total Assets

65,776 @
2 65,774
Assigned Assets Unassigned Assets

0

Assets out of HD space compliance

5. Type your LCS email address, if you do not have immediate access to the Leon County Schools
ATMS and are directed to the following login screen. Utilize the Authenticator.

ea =
Signin

to access Accounts

Sign in usin
s 9 Back up OTP secrets and never lose access to

0-oooon o
Don't have a Zoho account 1 UD NOW

MFA for all accounts

Secure online accounts with OneAuth 2FA

Learn more

I E——————————————————————————————————————
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INTRODUCTION

This document provides guidance for Users of the Asset Tracking & Management System (ATMS) for the Leon
County School District.

It is divided into sections that correspond with the Main Menu of ATMS. Options vary based upon User
permissions within ATMS.

To start ATMS, use a web browser and navigate to the ATMS website/URL.

https://creatorapp.zoho.com/udtorlando/leon-county-schools#Dashboards

General Information

Total Assets

—
L L A4 Z =
66. 1162
20,110 )

r 447

a6

Assigned Assets u';.:s.gglr\c-o :‘:S!:‘.S
34,303
Total Users

Assets Charts

Asset by Status Assets by Chassis Type

The Leon ATMS Dashboard Screen (as of July 2024)

. ______________________________________________________________________________________________________________________________________________________________|]
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ATMS MAIN MENU

The main menu is displayed below. This guide will present topics in this order. Note: Menu items are visible
based upon User permissions.

vor Leon Count...

& Dashboards

)  Agent Information
Users
Logs
Fees
Rules
Reports
Workflows

] Settings

Stock

. )
7=y Jac quelyn Crutchfie...

ATMS Main Menu

. ______________________________________________________________________________________________________________________________________________________________|]
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DASHBOARDS

The first screen for the Leon County ATMS application is the Dashboards. It is the first selection from the main
menu and provides various options to Users with permissions to view asset information within the Leon County
Schools system. It allows a quick view of assets within ATMS by providing links to view the data.

General Information

Total Assets Total Users

— 33,640 27

\ 177

Assigned Assets Unassigned Assets

Assets Charts

Asset by Status Assets by Asset Type

Dashboard

The logged-on user displays at the bottom left of the screen. The blue arrows depict key information that
provides a quick link to asset and user information. For example, clicking on Total Assets will display a
Report of available stock. Clicking on Assigned Assets will display a view of assigned assets. Total Users
displays the number of active users in the Google Console. Additional reports are available from the
Dashboard.

The orange arrow notes the Scroll Bar providing access to more information. Scrolling down provides
additional sets of data included on the dashboard.

Office of Instructional Technology 7
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Assets Charts
\sset by Status Assets by Chassis Type

Dashboard — Additional Information

Hover the mouse over the color bars to see the actual number of assets. On the screen above, hovering the
mouse indicates the Lost bar showing a total of 4,067. Please note counts include HP devices that may be
assigned or retrieved. HP devices will not be entered for repair.

wr Leon Count... Assets by Operative System

Microsoft Windows 11 Home

Operative System

Unknown

o 10,000 20,000 30,000 40,000 50.000 60,000

Asset Count

Assets by Model

Dashboard — Additional Information Displayed

Office of Instructional Technology 8
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Assets by Location

12,000
9,000
e
w 6,000
<
3,000
0
9 o Q o Z z > Q ¢
hb"’z C;J%‘ q, '%7 % ] %, o 25 %, e 2

Dashboard — Additional Information as A Quick View

The lower portion of the Dashboards screen depicts the asset by location. Hovering over 0531 (Fairview
Middle) displays a total of 1,878 devices.

ASSETS

Clicking on Assets in the main menu will display a drop-down of links to view assets.

é Assets év

Assets View

View Chromebooks

View Intune

Add Notes

Assets Sub Menu Items

. ______________________________________________________________________________________________________________________________________________________________|]
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Assets View
The Asset View will display the following information.

Students assigned to devices.

The status of devices (Operational/Repair/Recycle...).

The data sets in the asset view will also be used in the repair workflow.
Display the number of available devices at each school.

View User Activity for individual assets.

arwNOPE

Click Assets View to load a report of assets within the system.

vor Leon Count... Assets View Q =
- Asset Serial Number Hostname Asset Type Asset Model Number =
YXO9P3GX Chromebook Lenovo 100e Chromebook €
VYNSOI0 Chromebook Lenovo 100e Chromebook €
VALY T30 Chromebook Lenovo 100e Chromebook €
YXO993G8 Chromebook Lenovo 100e Chromebook €
YXO993M7 Chromebook Lenovo 100¢ Chromebook €
YXOFCBMP Chromebook Lenovo 100e Chromebook €
YHOFCGEH Chromebook Lenovo 100¢ Chromebook €
YXOIBEXQ Chromebook Lenove 100e Chromebook C
YXOP93IKW Chromebook Lenovo 100e Chromebook €
VVNOGIV o —— | ammn 10V Fhemennbnk £
| CE— »
Showing 1000 of 59291

Assets Main View

Assets View =gy Hostname i
Search
SEARCH Asset Serial Number contains “YX09C0¢
Sort by Ascending
@ Asset Serial Number He ]
Sort by Descending
YYNOrNSn
Asset Notes Group by Ascending
User Notes Group by Descending

Hide Column

. Click on any of the column
1. Click the three dots to the left of the asset. headers to view options to

2. Click Asset Notes. A separate tab will open the Asset Notes search, sort, or group the data or
report. Pop-up blocker may appear, choose Allow.

3. Click the Note Line Item. The report may be printed or
duplicated. (see below)

hide the column.

. ______________________________________________________________________________________________________________________________________________________________|]
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4. Click the “x” to Close.

£ q 7] Duplicate Print X
Serial Number YX09C0SD
Notes crutchfield 2

The Print and Export options are available from the Menu icon.

ion

003 Calendar
Timeline
Kanban

Print ¥

Import

.

Assets Menu Options/Print & Export Menu

Click on the small triangle to the right of Print to reveal the available printing options. Click on the small triangle
to the right of Export to reveal the supported export formats.

Show as 3
Print -
Print as list

.........

Print as Summary

Import

Export »

Print Menu Export Menu

. ______________________________________________________________________________________________________________________________________________________________|]
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There are additional columns of data. Use the scrollbar at the bottom of the screen to move left or right to

view the columns of viewable data per User permissions.
= »

Click anywhere on a line to display a quick overview of that record. Users may go to the previous < or the next
> record, Print the record, or view any Asset Notes. Note: Disable the Pop-up blocker as needed.

i i '

SEARCH + N X o~ o

o

A Assets

v RAM (Chromebo Inventory Check D. Inventoried User b ed Fi

B Assets View 4GB 17-Jut-2024

Quick Overview Display

The Asset Notes button (above) is a link to the Asset Notes report. The Asset Notes report will open in a
separate tab. At the bottom left of the screen, ATMS shows the number of items in the current data view.
ATMS displays a ### when the total is greater than 1,000. Click on the ### to see the total number of items in
the current view. (see below)

Showing 1000 of ###

Office of Instructional Technology 12
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The Assets View allows for searching devices and is the same in the View Chromebooks menu (discussed on
page 14). The report is presents as an Excel layout and can be filtered/searched by Selecting the Magnifier
Icon or the Down Arrow of the Column > Search.

5Ly VIEW q
Asset Serial Numbcr* Hos I .

Search ]

Sort by Ascending

Sort by Descending

Group by Ascending

Group by Descending

Hide Column

YX09D1AS

Search Options Via Asset and Chromebook View

1. Click the Search Option Down Arrow > Search or the Magnifier Icon
2. Select the Desired Column Criteria (check boxes)
3. Include Additional fields as needed (Click enter to Select)
4. Red Asterisk will Appear noting multiple views are available. (see page 14)
5. View criteria may not be edited. Create a new Search. Name the Search. Save.
Search Fairview Devices
Asset Serial Number odel Number m Asset Custom Tag Asset Status Asset Location Asset Locatio
00e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Hostname
100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Asset Type
100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
E2 Asset Model Number
100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Contains -
100¢e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
= 100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Asset Custom Tag L00e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Asset Status 100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Asset Location 100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Contains - 100e Chromebook Gen 4 Operational Fairview Middle - 0451 0451
Showing 750 of 750 - ——

Search Criteria and Fairview Report

. ______________________________________________________________________________________________________________________________________________________________|]
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Users may create a Favorite View to Create a Customize search:

Click Search Option.

Select Criteria (as shown Above).

Name the Favorite Report View.

Click Save Changes.

To Remove, Choose Remove Changes

These Customized options are unique to the user.

oupwNE

..... [ [ A R 8 Ry wm N s NAms Enm ey S f T wmR AR At A e f bme [ nen et Sewr war_ % Amemn

Remind ¥_ UDT - Leon County Scho ':b Copilot

Assets View 4 Remove Changes (

SEARCH Asset Model Number contains "Lenov... @ @ Asset Location contains "Fairvie... © ¢

& Asset Serial Number Hostname Asset Type Asset Model Number
YX099RGH Chromebook Lenovo 100e Chromebook Gen 4
YX09CJ8K Chromebook Lenovo 100e Chromebook Gen 4
YX099RON Chromebook Lenove 100e Chromebook Gen 4
YX09DHRC Chromehook Lenovo 100e Chromebook Gen 4

Customized/Favorite View

7. Creates a Drop-Down to Select desired View. (Multiple favorites may be created)

4

Assets View +” SaveChanges Remove Changes

Assets View » S :
15 "Lenov... ©  Asset Location contai

Fairview Devices
@ s Hostname

YX099RGH

Assets View Drop-Down

. ______________________________________________________________________________________________________________________________________________________________|]
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View User Activity via the Assets View menu. This report displays Last Sync, Recent Users and the Time
Activity device information.

User Activity Information

. ______________________________________________________________________________________________________________________________________________________________|]
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View Chromebooks
View Chromebook will contain only the assets data from Chrome Console.

Click on View Chromebooks to load a report. Clicking on any of the column headers will provide options to
search, sort, or group the data or hide the column.

vor Leon Count...
Chromebook Info Q =
= Added Time Modified Time Serial Number Device ID
13-Jun-2024 05:45:42 02-Jul-2024 02:25:31 S5CD035GSBO B8e295912-cBef-4fc?-8:
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 S5CDO20D75N 432a48a8-89%a-4264-1
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 SCDO3002NV 49cd4586-0f8f-40eb-8
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 5CD035G16P 6a54ee2d-2230-4fbb-€
27-Jun-2024 14:27:43 02-Jul-2024 02:25:30 YX0PCEWL 3244¢9f2-aff1-45¢3-8:
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 5CDO29K1R8 ablccd72-d6d7-4050-8
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 SCDO35G7FX c395cBcd-a0f1-4e64-9
13-Jun-2024 05:45:42 02-Jul-2024 02:25:30 SCD0D42KL1S 69bB714d-467f-4669-

View Chromebooks

Click on the eye symbol to display a box to select the columns you want to display.

Chromebook Info
® _____ Added Time Modified Time Serial Number Device ID
Show/Hide Columns 18-Jul-2024 02:59:51 5CDO35G4B0 Be295912-cBef-4icy-Bad9-Hb3IShPe
[ Added Time
e e 18-Jul-2024 02:59:50 5CDO35G7FX €395¢8cd-a0f1-4c64-90db-d96dbds
u Modilied Time
M S bmbir 18-Jul-2024 02:59:50 YXO99EIV bA449274-600c-4dea-ad33-0c38299!
Device ID
18-Jul-2024 02:59:50 5CDO029K1RE ablccd72-d6d7-4050-8b38- 102960
I Model
[ O Version 18-Jul-2024 02:59:50 YXO9EAYS 1d447506-67b1-4d33-96¢6-6978a15
Status )
18-Jul-2024 02:59:50 5CD03002NV 49cd4586-0161-40c6-Bef1-cha24fcE
RAM
Organizational Unit Path 18-Jul-2024 02:59:50 SCDO35G16P 6a54ec2d-2230-4fbb-8530-Occef 1b!
18-Jul-2024 02:59:50 YX0PCEWL 3244¢9f2-atf1-45¢3-8a4f-d070LTLE
18-1ul-2024 02:59:50 SCDO42KLIS 69DB714d-4671-4669-b268-15851fc

Selection Box to Choose Column Display

Office of Instructional Technology 16
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Click on Show/Hide Columns to toggle between select or deselect columns to display in this view. Click the
box next to the columns to display and click Done.

To select all boxes again, click the eye and click Show/Hide Columns. Choose other columns to perform the
desired view.

Click on a line record to view specific information about the asset. Note the blue arrow depicts a scroll bar to
display more detailed information. Click the X when done.

<> b4
Organizational Unit Path /Chromebook/Elementary/1171
Ethernet MAC Address
RAM oMB

Dock MAC Address

Auto Expiration Date

Last Device Enrcller Email

Last Sync 08-Aug-2023 17:13:44

Last Enroliment Time 05-May-2023 12:50:46

TPM Version Info family: 3223000
speclevel: 74
manufacturer: 43524153
tpmModel: 1

firmwarcVersion:
3b81dcés0ch1415b
vendorSpecific: xCG fTPM

Last Known Netwaork

Click on A Record to Display More Details

Click on the Menu options icon of (3 bars or Hamburger) in the upper right corner to access options to view the
list. See the red arrow in the screenshot below. (Configure Reports/View)

Model OS Version Status RAM -
Lenovo 100e Chromebook Gen 4 ACTIVE 0O MB
Lenovo 100e Chromebook Gen 4 116.0.5845.210 ACTIVE 4GB
HP Chromebook 11A Gé EE/ HP Chromebook 11A G8 EE 114.0.5735.343 ACTIVE 4 GB

Click on The Menu Icon for Viewing Options

. ______________________________________________________________________________________________________________________________________________________________|]
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Do not attempt to display data via these functions...Calendar, Timeline, Spreadsheet, or Kanban. However,
Print and Export are available from this menu.

€2 =
Version Show as -
4.0.5735.35!
v
Calendar
4.0.5735.35
Timeline

4.0.5735.350  spreadsheet

3.0.5359.17" Kanban

Print

-

4.0.5735.3

-

Export

EAEDAE mAn AT Fial:]

More Options to Display Data- not supported for LCS

Click on the Magnifier icon in the upper right corner to display a list of all columns to perform a search. The
Magnifier Icon displays the rest of the available Search options.

L3 Al Bookmarks
e =
OS5 Version Status RAM &

ACTIVE oMB

ACTIVE oMB

smebook 11A GE EE 114.0.5735.358 ACTIVE 4GB
smebook 11A G8 EE 108.0.5359.172 ACTIVE 4GB
ymebook 11A GE EE 114.0.5735.358 ACTIVE 4 GB
ymebook 11A G8 EE 115.0.5790.182 ACTIVE 4GB
ymebook 11A G8 EE 114.0.5735.358 ACTIVE 4GB
ymebook 11A G8 EE 114.0.5735.358 ACTIVE 4 GB

More Search Options

. ______________________________________________________________________________________________________________________________________________________________|]
Office of Instructional Technology 18



¥ LEON
COUNTY ,
y 3 I, SCHOOLS UDT Asset Tracking & Management System

Below is an example of the available fields to use to search within Serial Number data. A box is presented to
choose the criteria for the search (see blue arrow below).

Search - Chromebook Info
Added Time
Modified Time

I Serial Number

Is Empty

Is Not Empty
Starts With
Ends With

Like
RAM
Organizational Unit Path

Last Sync

Search Options List

Note:

User Activity information is available from the View Chromebooks Menu. This data will provide device
information useful for determining asset student usage and most recent logins.

Support End D.

Clicking a line item displays a Printable View of the data.

User Activity List

Office of Instructional Technology 19
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Add Notes

Click on Add Notes to search for an asset to add or review associated notes. Once a note is added, it will be
recorded in the Assets View section. (see below)

vor Leon Count... Add Notes

Asset *

1294

Sans ~ 10 ~
0123456789

5CD035C123 '

Notes *

{11]
Ry

L3NXCVO6E408123

L3NXCVO6E421123

B Add Notes

L3NXCVO6E499123

D Agent Information > L3NXCV0D72534123

Add Notes

Click in the Asset box.

Type or scan in an asset serial number. In the example above, typing in “123” shows any assets with
“123” in their serial number.

Choose an asset and begin typing any notes within the Notes text box.

Once complete, click the Submit button to save the notes with the associated asset serial number.
Click Reset to start over.

N =

akrw

. ______________________________________________________________________________________________________________________________________________________________|]
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USERS

Click on Users to show the two options: Users and Add notes. Keep in mind that notes added to the UDT
Asset Tracking & Management System are considered public record.

Add Notes

Users Sub Menu

Click on Users to load the Manage Users screen.

Manage Users Q

- User ID Email First Name p

107056099341458825404

112384928697496314459 171 &% ¥

103201492182894174549 1710744691 c t B

109167580837704814815 171074 .

107243292764968968274 1710745%942¢ b

101551218598763030904

117236029444362872542

115242988765995751529 1710746 b

115477151708872854910 1 é 3 1 b

1022589425555063469952 171 £ #

114344097197 TIOWNRANR

Manage Users

This screen provides the same functionality described in the View Chromebooks section as it relates Eye,
Search, Selecting Columns, Printing, Exporting. Click on single record to display user details, add Notes to the
User or Print the User details report.

. ______________________________________________________________________________________________________________________________________________________________|]
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LOGS

The Logs menu option will display an audit trail of activity within the system.

= Leon Count.

Wiew Asset Logs ‘ =t

4

. Added Time Added User Asset Seris Num Asset Custom Asset Type Agset Moded Number Asset Stat Assign
4202 he beors i YXOPC0SD Cvomebock  Lenovo 100e Crromebock Gen 4 Operadoral

heidSiconschoohne Cperation,
P AGE  Operation s
EE
ASSETDY Hict Parsk-arty Laptop DELL 00001 Operational g s
ASSETD1 o DELL 00001 Cp
ASSETOL Lacto o e

Logs Main Screen with Options

In the screenshot above, the colored arrows highlight the options within the Logs screen.

The orange arrow (View Asset Logs above) points to the Eye which will display a list of columns to include in
the presented View. Click Done after making selections.

R A O e
® Added Time
Show/Hide Columns
I Added Time

[(] Added User

[ Executed From

B Asset Custom Tag
B Asset Type

B Asset Model Number

Eye — Select Columns to Display

Office of Instructional Technology 22
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The blue arrow (View Asset Logs — page 21) points to a Selection Box used to highlight each line record for
inclusion and will display a Print and Export button for the selected records. Click to clear or check the records
to include on a report or to export.

@ ( \Addt—d Time

1 7-Jul-2024 13:24:25

formation

| 7-Jul-2024 13:23:20
| 2-Jul-2024 12:02:46
| 2-)ul-2024 12:00:01
2-Jul-2024 11:59:46
| 1-Jul-2024 15:48:31
| 1-)ul-2024 15:13:30

M §1-Jul-2024 15:11:34

M 11-Jul-2024 15:11:34

Logs Screen to Choose Records to Print or Export

Click on Export to view a list of the supported formats to export the data.

» Ad XLSX Isc

174 ppF Id
ML

17! HIML Id
XML

= 12 d
JSON

12- csv o
SV

12. ° d

Logs Screen Export Options

The green arrow (View Asset Logs — page 21) points to a Small Triangle to display and select Sort options.
Click on the small triangle to choose options to sort and/or group the data in that column. (see below)
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Executed From Oh-.
)

Search
Sort by Ascending
. %)

Sort by Descending

5C
Group by Ascending
Group by Descending Al
Hide Column

Al

Sort And Group Columns

The purple arrow (View Asset Logs — page 22) points to the Search and Menu with more options described in
the View Chromebooks section.

3 AnBookmark:

Asset Stat... Assigned ~

Operational crutchfieh

Operational crutchficl
book 11AGB  Operational unassigne

Search Menu With More Options

Make Selections for Searching and Printing data only.

" < =
Search - View Asset Logs
Version Show as -
NUR B Executed From 1.0.5735.35!
r2ﬁ1 -
124 Contains v Calendar
1.0.5735.351
53 Timeline
10.5735.35!  spreadsheet
53 Asset Serial Number
3.0.5359-17:_ Kanban
2494 Asset Custom Tag Print 4
12494 Asset Type s £ »
Xport

Magnifier and Hamburger Search & Print Options
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Do not attempt to display data via these functions...Calendar, Timeline, Spreadsheet, or Kanban. However,
printing and exporting may be done from this menu. Click on a line to display that record to View or Print or

Scroll through the line Items.

Inventory Check Dite 11t 2024

UDT testing tag

Scroll Through (double arrows), Print or View Single Line of Data
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FEES

Waiting on date for module and documentation for this section. In the meantime, fees are entered in Focus
according to the Chromebook agreement. Fees should be entered after the district’s service provider (UDT)
confirms that the required repair is not due to manufacturer defect. We were hoping to automate the fee
process with UDT through the ATMS platform. The company has not provided a date for completion of the fee
assessment workflow.

In the meantime, you may follow the process that works best for your school with entering the fees and
payments. We recognize that accessing/collecting fees in a timely manner is best practice. As the repair
guotes arrive, we here at TIS will continue to review and update the student’s Focus record.

Add Repair Fee

View Owed Fees

View Paid Fees

View Waived fees

Fees Menu

. ______________________________________________________________________________________________________________________________________________________________|]
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REPORTS

This section provides access to information based on data compiled from entries into the system. Additional
reports will be available as customization continues for Leon County Schools.

& Reports

5 Asset Notes

) Lost and Stolen Assets
Unassigned Users
User Notes

[3 Users with Assigned As...

Reports Menu

Asset Notes

Asset Notes Report provide a list of note details entered via the Add Notes option under the Assets menu. The
notes you enter in the textbox concerning the asset will appear in List view.

Asset

Notes
DejaVuSans ~ 10 ~

i | >
-

m ic

= | |8 | s

1]
il

Add Asset Notes Display
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Lost and Stolen Assets
This report provides a list of devices recorded as Lost/Stolen.
Unassigned Users

This report is a list of students who have not been assigned a device.

User Notes

User Notes Report provide a list of note details entered via the Add Notes option under the Users menu. The
notes you enter in the textbox concerning the asset will appear in List view.

vor Leon County Schools Add Notes

£ Dashboards -
User ” Select

2, Assets
MNote ~

o]
by
Ic

DejaVuSans ~ 10~

| >
2]

8 Users

1]
i
1]
[11]]
%
i)
i

N

B Users

A Add Notes

B Logs
1 Fees
-1 Rules
-1 Reports
1 Workflows

—] Settings »

| Repair Services

Add User Notes Display
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Users with Assigned Assets

The Users with Assigned Assets pulls information from Assets View and attaches to the User Report. Users
assigned multiple devices will appear on the report twice.

lex Leon County Schools

User List w/Multiple Devices

. ______________________________________________________________________________________________________________________________________________________________|]
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WORKFLOWS

The Workflow menu option contains links to perform functions such as assigning, collecting and changing the
status of devices. Information may be typed or scanned from barcodes. Some options may not be visible
based on permissions.

Clicking on Workflows reveals the dropdown list of workflow options:

vor Leon Count... Assets Cycle Count

= Reports Serial or Asset Tag

= Workflows

4¢ Assets Cycle Count

» Create Asset Assignment
Create Asset Return m Reset
Create Bulk Asset Return

a9 Create Group

=  Report
= Status Update
& Update Asset Custom T.

] Settings

Workflows Menu Options

Create Asset Assignment

1. Click on Create Asset Assignment to assign a device to a student.

2. Enter or scan the serial number or asset tag of a device to assign.

3. Enter or scan the student information. Focus student bar codes may also be used to scan student
number. LCS district does not recommend assigning multiple devices to a student.

4. Select the student information from the drop-down list.

5. To search for a student, type the student’s name or any portion of the student number. The screenshot
below shows how to search for a User with 444444 in the name.

6. Once the correct Student has been selected, click Submit to assign the devices to them.

. ______________________________________________________________________________________________________________________________________________________________|]
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vor Leon Count... Create Asset Assignment

Serial Numbers or Hostname * 5CD022D51W

Users * ‘ ¢ -
444444 Q
118269444444860153960 -
171060103@edu.leonschools.

4 Create Asset Assignment

Create Asset Assignment — Search for User With “444444”

Create Asset Assignment

Users - Select =

Serial Numbers or Hostname *

m Rubul

Create Asset Assignment

. ______________________________________________________________________________________________________________________________________________________________|]
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If the device is already assigned, a notification message will display.

‘asset01' is already assigned to olama@udtonline.com

Create Asset Assignment — Error When Already Assigned

If the User is already assigned a device, an additional notification message, including the current assigned
asset details will appear. You may continue with assignment of additional devices, if applicable. If you enter the
asset information without selecting a user, the screen will not advance.

g Y

v

The selected user cumently has assigned assets

Device Currently Assigned to User Message
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Create Asset Return

Click Create Asset Return when a single device is returned by a student. It tracks the return of the device
along with any accessories.

vor Leon Count... Create Asset Return

- Dashboards

Search * |

The “Search” field below can query a record using any of the following data:
« Serial Number

« Hostname
« Assect Tag
« UserID

« User Email

Workflows

¢ Create Asset Return

Create Asset Return

1. Type/Scan the device serial number to Search the device in the database and click Submit. The
Details screen appear.

o1 Leon Count... Create Asset Return Details

Serial Mumber or Hostname: ASSETO1
User

Full Name

Missing Accessories i

Headset
Notes

Power Cable Sans ~ 10

A B

hil
i}
i
)

B =

Create Asset Return Details
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2. Enter notes, if applicable. (Device condition, power cord, etc.)

3. Scroll down and click the Submit button. When Submit is clicked, a message flashes on the screen
“Asset Returned Successfully!” and reloads the Create Asset Return screen for any other returned
devices.

Create Bulk Asset Return

Click Create Bulk Asset Return to return multiple devices from students. It tracks the return of the devices
along with any accessories. This is useful when many devices need to be scanned back into the database as
being returned.

Lreate puik Assetl neturn

Reports Serial Numbers or Hostname *

L] Workflows
4F Assets Cycle Count

gr Create Asset Assignment

= Create Asset Return

<k Create Bulk Asset Return

s Report Lost/Stolen/No...

= Status Update

. Update Asset Custom T...

Create Bulk Asset Return

Enter the serial numbers or scan barcodes of the returned devices and click Submit. The workflow is the same
as the single device return.

Recover Asset

Click Recover Asset to update a device previously recorded as lost, stolen, or destroyed has been recovered.
This allows the device to be added into the inventory of available devices once it has been checked and
updated. Please verify your school has possession of a device when recovering devices.
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ot Leon Count... Recover Asset
Scarch

The “Search™ field above can query a record using any of the following dat
« Serial Number
+ Hostname
= Asset Tag
* User ID
« User Email

Recover Asset Main Screen

1. Enter a serial number and

2. Click Submit to search. If the device is not lost, stolen or operational, an error will display. If the device
is lost, stolen or not within the inventory, it will display the following screen.

uor Leon Count... Asset Recover - Details

Assigned User Name:  Assigned User ID: unassigned  Assigned User Location:

Device Assigned to User s 5CD0429BP1

Assets to Recover Model: HP Chromebook 11A G6 EE/ HP Chromebook 11A G8 EE

m et

Recover
Asset Details Screen

3. Verify the correct model
4. Click the box to mark the device Asset to Recover
5. Click Submit. This will add the device back into inventory.

. ______________________________________________________________________________________________________________________________________________________________|]
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Report Lost/Stolen/Not Returned

Click Report Lost/Stolen/Not Returned to record a device as lost or stolen, the opposite of Recover Asset.

vor Leon Count... Report Lost/Stolen/Not Returned
- Reports Search
Workflows The "Search” field is used to query a record using any of the following data:
+ Serial Number
» Hostname
» Asset Tag
£ Create Asset Assignment » UserID
« User Email
Create Asset Return
Create Bulk Asset Return
> Create Group Assigment

7 Recover Asset

Report Lost/Stolen/No...

Status Update

Report Lost/Stolen/Not Returned Items

1. Enter the serial number in the box and click Submit. The following screen will display with the device
information.

2. Select device, accessory or both.

3. Add any optional notes in the Notes box.

4. Click Submit to report the item status.
Notes:

e For now, please send the numbers to helpdesk@Ileonschools.net so that the device may be
deactivated. UDT has not customized this feature as of date.

o LCS will not enter serial numbers for power cords. However, you may provide details in the notes
section, where applicable.
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vot Leon Count... Lost/Stolen/Not Returned - Asset Details

Unassigned devices won't have an Owed Fee.

Asset Serial

Asset Model

Location

Lost/Stolen Item * -

Accessory

Device And Accessories

Lost/Stolen/Not Returned Entry

. ______________________________________________________________________________________________________________________________________________________________|]
Office of Instructional Technology 37



“¥ LEON

COUNTY ,
y 3 ;k SCHOOLS UDT Asset Tracking & Management System

REPAIR SERVICES

The warranty support team will respond to requests entered in the module. The team will update the ticket
stage and status after the ticket is received. An email confirmation will be received when you create the ticket.
Note: Only Lenovo devices should be entered in the ATMS Repair Services Module.

Click the Repair Services Down Arrow to view options.

& Repair Services v

Create Repair Ticket Re...

B View Repair Service Tic...

L1 View Repair Service Tic...

Repair Services Options

Create Repair Ticket Request

1. Click Create Repair Ticket Request.
2. Typel/Scan in an Asset Serial Number.

Create Repair Ticket Request

Asset Serial Number or Asset Tag

Search Asset by Serial Number or Tag

—> =1

Repair Ticket Request

3. Click Next to retrieve the Asset information.

Note: The pick-up location and contact information will populate based on user details.
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YX09BHID | Model: Lenovo 100e Chromebook Gen 4 )

Reason for Service Request Broken Screen - Tesf

Pickup Location Swift Creek Middle X v

Contact Information

Email crutchheldj@leonschools.net

Name Jacquelyn Crutchheld

Phone Number BE +1 - 850-487-7537

Repair Ticket Information

4. Enter the Service Request details. Please provide information related to the device; specifics about the
malfunctioning components and/or system issues with the device. This is a required field.

Location information should populate for your school. You may edit if needed.

Click the Create button to save the details with the associated asset serial number.

Click Reset to start over and or cancel the details for this item.

No o

Assets View Page — Ticket Creation

The option to create a ticket is also available from the Assets View Report. Selecting from the Assets View
selection or the Three Dots Menu will advance to the Create Repair Service Ticket Workflow (shown above) for
the entry of service request details.

Assets View -

L4 Asset Serial Number Hostname Asset Ty

Assets View Report — Ticket Creation Option
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Asset Notes

User Notes

) Create Service Ticket

UDT Asset Tracking & Management System

Assets View Single Line Menu (Three Dots)

After creating the ticket, the Ticket Created Confirmation will appear, along with an assigned Ticket
Identification Number in the View Repair Service Ticket Request Table.

Gﬁew Repair Service Ticket Rmmsts)

. Ticke Created On -~ Asset Serial Number AssetTag - Assct Model Number
18 20-Aag-2024  YXOFBHUD Lenovo 100 Chromebook Gen 4

15 20-Aug-2024  SCDOB00EZV Chromebook 11 G8 EE

UDT Repair Ticket Number

< H =
Status Asyigned User Pickup Location
New urassgned@udtonkne com Swift Crock Mid
New Urrgres Tudtonkte com Sullivan Elemen

Confirmation Email

You will receive a confirmation email with ticket details. This
also provides a message to the UDT warranty that a repair
request has been initiated. Information will include all details
provided when creating the request. There is a link provided
that will re-direct to the ATMS platform.

solutionsengineers@udtonline.com
AMTS Ticket#: 16 - SN#: YX09BHID - Created Date: 20-Aug-20,

nline.com

[EETTRUAL . Thin smad ovigmaten svizbde of Lran Loy Schests

ATMS Repair Service Request - Leon County Schools

Crested On: J0-dug 2004 129751
Serial 8- VEHEID

Tag s

Adsmt MoSel Lansvs 1008 Cheomabssh Gan &
Ticken 10 16

Inwe Description: Broken Sreen - Tart

Pickup Site/Location
See Name: Swift Creek Ao

St Addrest 1300 Pedrck B

Sae Oty Talahadses

Sne State FL

e Tp: 11017

St Contry Urited $oate of Amance

Contact Information
Contact tama: Ib:guttyn Crotcdnis
Comaa emad: (g P
Contact Phone Wember + LISILETTSAT
T sy thin Beket im ATMAS Chck ey
aTs sepeis

A
ATMS

*SUMIHINE LW AND Farids

RS Liw VIR B WeTTRR COMMURITIENS 15 BF fram 2R
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View Repair Service Ticket Requests

EJ) Repair Services

# Create Repair Ticket Re...
L1 View Repair Service Tic...

L] oair Service Ticket Logs

This table will be updated as tickets are created and contains the serial and model number, UDT Repair Ticket
Number, Assigned User, Location, Warranty Information, etc.

View Repair Services Ticket Logs

& Repair Services
/* Create Repair Ticket Re...
L1 View Repair Service Tic...

) oair Service Ticket Logs

The Service Ticket Logs Table will contain all details available to validate the status of each ticket. All
transactions related to include creation date, submissions, updates, etc. until the ticket is closed. The View
Assets Log will also update the status of each asset as it moves from Operational to Repair status.

View Asset Logs

Q

- Added Teme Added User Executed From Asset Serial Num. Asset Custom Asset Type Asset Model Number Asset Sta Assagraed User

_éo.w-,-.v.-. 1710545848 eckuloor

et YNOFCGGM

Repair Ticket Log

Office of Instructional Technology 41



¥ LEON

COUNTY
y A .t ! scHools

Click anywhere on a line to display a quick overview of that record. Users may go to the previous < or the next

> record, Print the record, or view individual ticket information.

UDT Asset Tracking & Management System

<>

Reason for Reguest

Pickup Locagion

Name

Phone MNumber

Email

UOT Repair Ticket Number

Suberitzed By

RPS Ticket ID

Asset Entry

Asset Serial Number or Asset Tag

Asset Model Number

Date Closed

Repair Status

Asyet Location

Last Updated

Repair Stages

Status

Under Warranty

Broken Screen - Test

Swift Crock Middie

Jacguetyn Critchfckd

crutchheldi@leonschools. net

YXO¥BHID

WXOFBHID

Lenowo 100e Chromebook Gen 4

New

Swvify Croek Middie

UDT WARRANTY TEAM CONTACT INFORMATION

Individual Line Details View

Jonathan Milnes
(850) 559-9593
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