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Overview

General Info

RedBeam Check wasdesighes tolnak@ckingccheck out items faster and more
reliable. Use the software tackfile folders, videos, equipment, tools, and other valuable items.

This document is divided into several secsiovhich explain the functions &edBeam Check
In/Check OUE .

T h dnstdlationd secti on expthenfReddB8wamoChasditwaleh/ Check C
on your PC.

T h é°C Applicatom s ect i on descr inttiens: masteedatey &rsaotionss y st em f u
reporting, sync handheldpbile Editiononly) and admin.

T h &Jsing the Mobile Computeds secti on expl ains the main functi
computer: check out, check irreserveand history These functions are only available dfuyare
using theMobile Editionof the software.

Beforeinstallingthe RedBeanC h e ¢ k | n/ Gobftevardpleadainake sure that the
following system requirements are met.

PC Prerequisites
In order for the PC software to perform properly, the PC must have the following:

Windows® XP, 2003, Vista or Windows® 7

Pentium® IV or Grear Processor

512 MB RAM, 1 Gig Free Hard Disk Space

Microsoft® ActiveSync (for XP) or Windows® Mobile Device Center (for Vista and
Windows® 7) if usingViobile Edition

1 Microsoft® SQL Server 2002005, 2008 or 2008R2 (if more than 10 concurrent users)

=A =4 =4 =9

Mobile Computer Prerequisites

If you are using th&lobile Edition please go to the www.redbeam.com website under Preducts
>Barcode/RFID Readers for a list of compatible devices.

You may also contad®®edBean or your local RedBeamesellerfor questios abouthardware
compatibility.

All trademarks in this manual are the property of their respective owners.
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Section 1: Installation

The RedBeam Ch e cPK software® lthe main dadabasdfor all of yitrm
information. The software is fodron the CD that came with this system. This sakvedlows
you to enter items, check them in and out and run a variety of useful reports.

Installing the PC Software

IMPORTANT: If you have purchased licenses for a multiuser version of the system and

want to network all of your PCs together, instaltheRe d Beam Check I n/ Check Ou
software on the computer or server where you want the database to reside. Once installed

there, you can install on your other PCs.

Before installing please note the following recommendations to insure a successful install:

1. You must be logged in as a Local Windows Administrator to install.

2. If you are running a Windows Vista or Windows 7 machine, you must first disable the User
Account Control (UAC). UAGettings can be found under Control Paridser Accounts.

3. Temporadly disable all firewallsand antivirus applications (If you click your Starbutton

and typeservices.msaénto your run bar (Windows XP) or start search bar (Windows Vista/7),
you can see what firewaléd antivirus applicationsre running and castop and disable thejn.

To install the PC portion dRedBeanCheck In/Check Oi , pl ace the CD in the C

drive. Using Windows Explorer, browse to the CD ROM drive. OpegRtexk In Check Out
PC Installationf ol der and detwpb |idatisctic@nc k t he A

Y

setup

An installation wizard will take you through the installation steps. The installation may take
several minutes. You may need to restart your computer once the installation is finished.

Note: If you are using the Mobile Edition oftlsoftware, the mobile computer portiof

RedBeam Check In/Check@ut i s | oaded during the initial sync
described under the Sync Handheld section of this manual.

Limited Access Windows Logins

If users with limited security rights will be using the applicationsarwith administrative rights
must givefifull controld  a ctetle HIKEY_LOCAL_MACHINE\SOFTWARBRCOregistry
node f or t he aftaisstaltaion ocours onuhe wrkstation

To make this change:
i Click Start, and then cliciRun.
1 IntheOpenbox, typeregedit and then kick OK.

In regedit,
1 Find the appropriate node and right click
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T Select APermi ssionso

T Select the fAUsersod group

T Check the AAll owo box for AFull Control o
T Click nAOko

The adminshould log in once to the client and enter the database user ID and passevesade

the initial connection to the server. Windows Vista users will need to run the application the first
time in administrative mode. To do this, right click the icon for the application and select Run as
Administrator.
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Section 2: PC Application

Accessing the Application
To access the program on the computer, double click the icon on the desktopRaduedm

Check In Check Outr go to S$art->Programs>RedBean» Check In Check OutRedBeam
Check InCheck Out

Opening the Application for thd-irst Time

When the application is launched for the firsttime youwillbeasketj | | t he data be st
on this machine?9d

RedBeam Check In/Check Ouk X]

Will the data be stored on this machine?

(Click 'MNa' only if the data will be stored on a different machine or S0L Server, )

Yes Mo

Single User Licenses

I f you have a singl erYouwslbagivéniadeanltuseriDand i ck fAYeso.
password. Phese enter a new password. Enter it a second time for verificdhittORTANT:

Please write down or remember both your default user ID and your new password and keep

them in a safe place. You may need them again later.

RedBeam Check In/Check Out Login
User Information

zer 1D Iga

Password I***

Change Pazswaord

Mew Pazsword I ***********

Yerify Pazsword I xxxxxxxxxx :1

2k, Cancel |
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Multi -user Licenses

If you have a multiuser license that you would like to have networked, you will first need to

install the software on the computer or server (
section) where you want the database to resid®pen the application on trserver. You then
wi || be asked, AWi Il the dat a blTaisvlliceatteed on t hi s

instance of th&xpressy er si on of Microsoftés SQL database th
software. You do not need a full version of kisoft ® SQL to use this software.

RedBeam Check In/Check Out Login
User Information

zer 1D Iga

Password I***

Change Pazswaord

Mew Pazsword I ***********

Yerify Pazsword I xxxxxxxxxx :1

2k, Cancel |

You will be given a default user ID and password. Please enter a new password. Enterita
second time for verificationlMPORTANT: Please write down or remember both your
default user ID and your new password ad keep them in a safe place. You will need this
information to network your other PCs to this database.

Once this is done, go back to the fiwsnh PC that
you open the applicatiendgba el st beedsk&prdt hif¥it
Cl i ¢ k YoNwllde asked to enter the user ID and password for the server. This is the user

ID and password you wrote down or remembered from the server installation. Enter the

information in theJser Informationtab.
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RedBeam Check In/Check Out Login

User Information SErEF

zer 1D Iga

Pazsword Ixxxxxxxxxx,.1

Change Pazsword |

k. Cancel |

Next click theServertab.

RedBeam Check In/Check Out Login

Uszer Infarmation Server

Enter a Server name or IP address
|h 27.0.0.1

Or  Search for Available Servers | and select one from the list

[ Usze a 50U Server not installed by this application

Where iz my server?

k. Cancel |

Enter the server where your data is stored. Do this by clickinGahech for Available Servers

button. When clicked, the system will look for otfee d Be am Ch e ¢ k databas€sh e ¢ k
on your network. The server you just installed on should display in the box. Click to select it. (

the server does not displayou may enter the server name or IP address if known.)

When done, cliclOK. The appication will launch and you will be connected to your main server

database.

Advanced

If you are using your own full version of Microsoft &L Server 200@0050r 2008 you will
need tomstallthe database to the SQL Server you would like to hostatabase. Thaatabase
installation filemay be found on the installation CD in the direcitiliti eSeed.exeCopy the

file to a directory of your choice on the machine hosting SQL Server. Once in the directory,

double click to execute the file agdu will be presented with the following screen:

©20042010RedBeam, Inc.
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Run Package X|

This executable will create a new database. Please
choose the server and database you would like ko create,

I
Mare Info... |

—5elect Database

Server II{IDcaI]l j

£ wWindows authentication

() S0l Server aukhentication

ser name I

Fasswiord I

™ Upgrade an existing database

¥ Make a database Advanced. .. |

Database IRCO

Fium Cancel |

I f you arend6t wusi ng tohneaytipé theonaraelonI®address ohthelSQL | nst ar
Server in the ASeyoumayclickthe dowp errdr towaltow theoagplication to

searchor eligible servers. If you are using a rdefault instance of SQL Server be sure to

include the instance name in your selection flachineNaménstanceName)

Leave the AMake a databased option selected and
If you wish, you may specifgn SQL Server security user name and password (with authority to

create new databases) instead of the default windows authentidégon.do not have admin

access to the SQL Server machiés tay besasiest.

If you would like to store the database files in directory locations other than the defaults, you can

change the fil e | oc aboinatahangeithe Cdlatian orfitthscsareem c e d o6 t ab
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x

—Create Mew Database Opkions
Database Folder: Iu::'l,pru:ugram files\microsoft sgl serverimssgl, 1Ymssglldata
Log Folder: Iu::'l,pru:ugram files\microsoft sql serverimssql. 1mssglidata
Collakicn: ISQL_LaI:inl_General_CF‘l_CI_F'.S j
Recovery model: I::server default = j
Compatibility lewvel; ISQL Server 2000 j
Database size (ME): IID

(o] 4 Cancel

Click ARun. OO

N

| ou are about ko install database ‘RO, Are wour sure wou wank
to continue?

Yes | Mo I

Click fAYes. O

Execution started X|

Package Mame:Seed

Creating Database (locallisglexpress:RCO

Cancel
After the database had been createdwil see the following:
©20042010RedBeam, Inc. Revised July 292010
All rig hts reserved. Contents subject to softi@ense agreement. Version 5.5

Contact us at www.redbeam.com Pagell



A Package executed successiully.

Click AOkO.

For each client machine, open the applicatidfhen you open the application you will be asked

AWill the data be stored Yauwil belasked torerter the usee ? 0 Clic
ID and password fohe server. This will be an SQL Server authenticaiger angassword.
The |l ogin for this user must be in the SQL Ser ve

administer security and backups inside the applicat®n.ant i ng fAdb _owner o6 acces
database itself is sufficient to use the other features of the applidddBeam highly

recommends the initial l ogin be performed with e
fidbcreatoro rol es. Ot her wuser s \girativefedtueesver r i ght
of the application.

Enter thdogin information in theUser Informatiortab.

RedBeam Check In/Check Out Login
User Information Serser

Lzer D Iga

Pazzword Ixxxxxxxxxx,1

Change Pazsword |

k. Cancel |

Next click theServertab.
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Uszer Infarmation Server

Enter a Server name or IP address SAL Server Instance

| \

Or  Search for Available Servers | and zelect one from the list

[¢ Uze an SUL Server not inztalled by iz application

k. Cancel |

Click the AUse an SQL Server ndyouhavesiotal | ed
already done so, clicRearchfor Available Servers Choose the server from the list box or type
the server name or IP address intoNtesv Servefield.

When done, cliclOK. The application will launch and you will be connected to your main server
database.

Opening the Applicatio with User Security Activated
If this is not the first time you have launched the application and you have activated user security

(underAdmin>Security), when you open the application you will be asked to enter one of the
user | D6s an dvepeaup.sTwohamdesyow passwdidaditiange Password

User Information

Uzer 1D Iga

Passwurd Ixxxxxxxxxxx

Change Pazswaord |

k. Cancel |

Opening the Applicatiorwithout User Security Activated

If this is not the first time you have launched the application and you do not have user security
activated, you will be taken directigto the application.
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Registration

When the application is launched for the first time you will be asked to register the software.
You may register electronically over the internet, or you can contact RedBeam, Inc3a3877
0390. If you choose nob tregister, the application will run in demo mode.

TheRegistrationscreens include four tabs includiGgistomerReselley Activationand Support

Under theCustomettab, enter information about your company including company name, your
name, addresshpne and email.

Registration

(=]

Customer | Reseller SCUvauor Support

—Company Information
All fields are mandatory.

Company lRedBeam, Inc.

First Name |John Last Name [Smith

Street 3820 Mansell Road, Suite 280B

City [Alpharetta State [GA ] ZipCode [30022
Phone  [877-373-0930 Email |

[V Please send me update and renewal notices via email.

Cancel |

Next |

Under theResellettab, enter information about the company you purchased the RedBeam system
from including company name,
can be accessed later if you need to order additiicenses, upgrades, support or supplies.

©20042010RedBeam, Inc.
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Registration e

Customer  Reseller | Activation | Support
—Reseller Information -
** Reseller IAcme Barcode Solutions

First Name |Sandra Last Name |Johnson

Street 5570 Sandlewood Lane

City [Holtywood State ]cA v| Zip Code [93823

Phone |984-555-2038 Email Isandra johnson@acmebarcode.com

= fields are mandatory.

Back Next

Under theActivationtab, enter your product serial number and chickivate If you have

internet connectivity, thActivation Keywill automatically be populated by the system. If you do
not have intaret connectivity, please call 88730390 and provide one of our support
specialists th&C Unique IDdisplayed on the screen and your product serial number. They will
then verbally provide the activation key for your machine.

Registration [E[

Customer | Reseller Activation | Support

—Serial Number Activation

Please enter the serial number found on the software CD jacket, and click the "Get

Activation Key”™. This will transmit your registration to Redbeam
via the internet. If you do not have internet connectivity or would like to
buy more licenses, please call 877-372-0350.

PC Unique ID  |D7338D2DFBEETCC

Activation Key |F4-1?rA7-23-43-72-82-80

Serial Number 'SCAFGODZSCSE Activate

Back | Next

Under theSupporttab, enter your support contract serial number and dictikvate If you have
internet connectivity, th@ctivation Keywill automatically be populated by the system. If you do
not have internet connectivity, please call 8730390 and provide one of osupport

specialists th&C Unique IDdisplayed on the screen and your support contract serial number.
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They will then verbally provide the activation key for your machine. You may enter multiple
support contracts to extend support for multiple years.

Registration - . @

Customer | Reseller | Activation  Support |
—Support Activation

To purchase support please contact your reseller (,) or call 984-555-2038
SupportEndDate
3/4/2009
3/4/2010

Activation Key |176EDCAA530E26CE4

Support Number [72F478 Activate |

Back | Frésh

L —
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Menu Overview

When the application is launched, there will be several tabs along the top of the screen that
indicate the main system functions. These include:

Master Datal enter basic data used by the rest of the systeluding items and locaiins
Transactions check items in and out

Reporing i generate item, overdue, checked out, usage and transaction asloptsnt barcode
Sync Handheld sync the mobile computer with PC databddelfile Editiononly)

Admini network, back up data, irpt data, purge, oveide captions and implement user
security

Each time the application is opened, it will default toThensactiongab and th&€heck Out

screen depicted below. You can move between each of the main system functions by clicking on
the desired tab. Under each of the main function tabs, you will notiefisations buttonslong

the left hand menuTo access the sdionction, click on the button that describes it.

# RedBeam Check In/Check Out - 10| x|
Exit Yiew Help
baster Data 1 AN ete e | Reporting 1 Sync Handheld 1 Admin)
Check Out i ! =
eck Oul Update Time I 9 M0/2007 j|12-1 7 PM j Reference No I
Check In Room Employee
Fee Pay Barcodel Locl j D I j
Feseme Descriptiunl Location 1 j Namel Yandelay, Art j
Reservations || 2=iect a Hoom: Item
(= My Company Barcode ITI‘I
&) Legal Buiding Descrition [ : &3]
L [— p IBlg Heawy Drill
- Location 2 Statusl Good j
i Location 3
- Physical Plant Facilty Note |
i Location 4 Includes spare battery.
- Location &
Lo Lozation B
Project 1D Project & j Remove ltem | Add [termn + |
Due | Item B arcode | Item D escription
4| | i
Prirt &
Receint r %I /Llpdate |
©20042010RedBeam, Inc. Revised July 292010
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Function Bar

On most system screens, you will find a funetimar that looks like this:

K« DSB8 XM e | |

Find First Prev. New Edit Copy Del Undo Next Last Barcode

The buttons perform the following functions:
% Findi Search for a specific record.

_K_.l Firsti Scroll to the first record.

ﬁl Prev.i Scroll to the previous record.

,Q_l Newi Create a new record.

_gil Editi Edit an existinge&cord.

Copyi Create a new record by copying existing record.
;@_l Del.i Delete a record.

._X_.l Undoi Undo the changes made to a record.
L’.l Nexti Scroll to the next record.

_N_l Lasti Scroll to the last record.

ﬂ’i’?‘e__l Updatei Commit record entries to the datese.

Barcodel Print a barcode label.
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Master Data

TheMaster Datatab is where data used by the rest of the system is entered. If setting up the
system for the first time, the information under this function should be entered prior to working

with the item data section. As indicated by the buttons listed along the left hand side of the
screen, the following data is entered under master data:

Locationi where the company structure including buildings and rooms are entered

Itemi where items to behecked in and out are entered

Employee$ where employee information is entered

Item Typdé where item categories are created

Department where departments are created

Purchasing’ where purchasing lists are created for units of measure, vendors, atarartaand
model numbers

Status’ where items statuses are created

Projecti where projects are created

# RedBeam Check In/Check Out - 10| x|

Exit Yiew Help

leis B Transactions 1 F{epurﬁngjl Sync Handheld 1 Admin)

D firi1 Description  |Big Heavy Dl

Item M ain Item Information -‘I Check Out Information -‘I
Employes Item Type I Tools j Image -‘I IIzer Fields -‘I
ltem Type Unit of b eazure I Each j . ' == -
Dezeier b anufacturer I Big Heavy Taoks j e
e | DWETS44G8 =l

Status Hote

Project

[T Inactive
& R = [~ Stretch

WK< DSBS X[ > [M] o | @
Find Mew Edit Copy Del Undo
[tem Barcode [0 | Itern Description | Item Type

Barcode
Unit of Measure | Manutacturer
Big Heawy Tools

Stapler Office Products Biox
Mootz Caze Legal Filez
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Location

The three organizational levels in the systeeset up under the locatifumction. The highest
level of the organization is the comganOnce the company is set up, buildings can be added.
Once a building is set up, all of the rooms in the building can be added.

Company

To set up your company information, click on ttecationbutton and select thHeompanytab.
The company is theighest organizational level in the system. Only one company can be
entered.

To create &£ompany click on theNewbutton and enter the information. When finished, click
the Addbutton.

To edit your company information, click tialit button. Wherfinished, click thdJpdatebutton.

The side panel is a tree structure that allows you to view the buildings and rooms in the company.
You can expand or close the tree by clicking on the plus and minus icons next to the information
you want to view. Ctiking on the building or room description displays more detailed

information.

# RedBeam Check In/Check Out - 0] x|
Exit  Wiew Help
sk GBEEGE Transactions -1 Feparting ] Swnc Handheld -1 Admin 1
Location Select a Location to Yiew or Edit | Company | Building
Item 2- My Compary Dascrioti
; phion
- Legal Buiding [y Company
Employee - Location 1
Item Type Location 2
: Location 3
Department & Physical Plant Facilty
Purchasing Lu:u:at?nn 4 Shrest |1 23 Compary Bled,
- Location 5 I
Status - Location B
Project _ I
City IM u City
State I FL vI ZipCode  [12345-1234
Phone 1231231234
G K< | HS[X] >|N| o upese |
Find Edit Del Undo
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Building

To set up your buildings, click on tiBildingstab. A company can have any number of
buildings.

To create a new building, click on theewbutton and enteht information. When finished,
click theAddbutton.

To edit an existing building, select the building you want to edit from the tree structure, click on
the Edit button and update the information. When finished, clickitpéatebutton.

To delete duilding, first be sure to move or delete all rooms and items assigned to the building.
Select the building you want to delete from the tree structure. Then click Delétebutton
and confirm the deletion when prompted.

To make a building inactivelick thelnactivecheck box. This will remove the building from
drop-down lists in system, but will keep the entry in building master data and reporting.
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Room

To set up rooms for a building, click on tReomgab. The room is the lowest organirnagl
level in the system. A building can have any number of rooms.

To create a new room, click on tNewbutton and enter the information. If you are labeling
each room with a barcode, enter the barcode ID. You can print this barcode by clictkieg on
Barcodeicon in the tool bar. Be sure to enter the building in which the room is located. This is
mandatory. When finished, click tiAeldbutton.

To edit an existing room, click tHedit button and update the information. When finished, click
the Updatebutton.

To delete a roonfijrst check in any items that are checked out and assigned to the room. Then
move or delete all items assigned to the roéimally, click on theDeletebutton and confirm the
deletion when prompted.

To make a roonmactive, click thdnactivecheck box. This will remove the room from drop
down lists in the system, but will keep the entry in room master data and reporting.
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Item
Theltemtab is where all information is entered for the items you will be checkihg
There are two tabs at the top of ttemscreen including:

Main ItemInformationi general information about an item
Check Outnformationi settings that determine what happens when an item is checked out

When setting up items, you will first &am yourMain Item Informatiorand therCheck Out
Informationfor use during check out and check in.
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Main Iltem Information

To create a new item, click on thiewbutton and enter th@formation on the Main ltem
Informationtab. Enter thi¢eem ID (this must be the same as the item barcaddgscription, the
item type, unit of measure, manufacturer, model number and notes if applicable.

Print a barcode label for this barcode ID by clicking onBlaecodebutton. Printer settings will
be the ones laselected in th&®eporting-> Label Printingfunction.

Enter an image of the item by cuttingOmmwd pastin
folder icon and choosing an image file from a directory.

Enter up to five user fields by clickinan theUser Fieldstab. You can rename the user fields by
double clicking on the description of the user field you want to change. Descriptions for the user
fields are universal for all items in the system.

To edit an existing item, select the item yeant to edit from the grid at the bottom of the screen,
click on theEdit button and update the information. When finished, clickibdatebutton.

To delete an itenfirst be sure the item is checked in. Tle&ok on theDeletebutton and
confirm the deletion when prompted.

To make an item inactive, click theactivecheck box. This will remove the item from drop
down lists in the system, but will keep the entry in item master data and reporting.
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Check Outnformation

On theCheck Out Informidon screen you can adbe serial number, the location the item will be
checked into and out of and the status of the itrthe item is checked out, the employee the
item is checked out to will display in ti@&hecked Tdield.

In the Transaction Infesubtab, enter information that will determine what happens when an item
is checked out including:

TransactionFeei the fee to check out the item (if any)

Check Out Period the unit of time with which the check out is measured

Period Quantityi the duation that the item is checked out for (for example, if check out period is
daily and the period quantity is 2, the item can be checked out for 2 days)

Overdue Period the unit of time with which overdue time is measured (for example, day or
week)

Overduereei the overdue fee charged per overdue period

Include Weekendsincludes weekends in check out and overdue calculations

Allow Changes at Checkolallows changes to be made to the item defaults during check out
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In thePurchasing Infesubtab, enter a vendor, P.O. #, acquisition date and cost

When finished, click th&pdatebutton.
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Employee

To set up your employees, click on tBeployeedbutton. An employee is the person responsible

for a checked out item. This could be adsint, customer, or member of any group to which

items are checked out. I f you would Iike to ch
descriptive for your organization, use thdmin>Caption Overridefunction in the system.

To create a new employedick theNewbutton and enter the information. When finished, click
the Addbutton. If you are providing each employee withEamnployee |Dbarcode to be used at
check out, you can print tiemployee IDoy clicking on theBarcodeicon in the tool bar.

To edit an existing employee, click theit button and update the information. When finished,
click theUpdatebutton. Note: Altering the department an employee is assigned to will alter all
current and historical transactions records for that employe

To delete an employee, check in any outstanding items and pay any outstanding fees before
deleting. Click on th®eletebutton and confirm the deletion when prompted. Historical data
including transactions made by the deleted employee will rem#ire idatabase for reporting
purposes.

To make an employee inactive, click tinactivecheck box. This will remove the employee
from dropdown lists, but will keep the entry in employee master data and reporting.

You can view all of the employees by dting through the list on the bottom panel.
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Item Type

To set up your item types, click on them Typebutton. An item type is a category to which the
item belongs. Examples include files, videos, equipment, or tools.

To create a new item typdjak the Newbutton and enter the information. When using the

system to check out or check in your items with a barcode scanner, you have the ability to enter
additional information and notes about an item before adding it to the list to be procegsed. If

do not need to enter any additional information during transactions and would like to streamline
the scanning process, put a check in the appro@eganing an item automatically adds it to a
transaction during Check Owrr Check Incheck box. Whefinished, click theAddbutton.

To edit an existing item type, click tiglit button and update the information. When finished,
click theUpdatebutton.

To delete an item typéirst disassociate the item type from any items on the item master data
screen. Theuolick on theDeletebutton and confirm the deletion when prompted.

To make an item type inactive, click thectivecheck box. This will remove the item type from
drop-down lists in the system, but will keep the entry in item type mdst@ and reporting.

You can view all of the item types by scrolling through the list on the bottom panel.
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Department

To set up your departments, click on bepartmentdutton. A department is not a physical

location like a building or a roomt ik an area of responsibility like tlecounting or the human
resources department. Employees are assigned to departments. When an employee checks out
items, the department they are assigned to also gets updated for reporting purposes.

To create a newepartment, click thBlewbutton and enter the information. When finished, click
the Addbutton.

To edit an existing department, click t&dit button and update the information. When finished,
click theUpdatebutton.

To delete a departmeriirst reassign employees assigned to the department to a different
department.Then dick on theDeletebutton and confirm the deletion when prompted.

To make a department inactive, click thactivecheck box. This will remove the department
from dropdownlists in the system, but will keep the entry in department master data and
reporting.

You can view all of the departments by scrolling through the list on the bottom panel.
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Purchasing

To set up your purchasing information, click on Ehechasingoutton. Purchasing includes units
of measure, vendors, manufacturers, and models.

Unit of Measure

To set up units of measure, click on theit of Measurgab. A unit of measure is the unit in
which an item ichecked in and checked out

To create a newnit of measure, click thdewbutton and enter the information. When finished,
click the Addbutton.

To edit an existing unit of measure, click tbdit button and update the information. When
finished, click théJpdatebutton.

To delete a unitfomeasurefirst disassociate the unit of measure from all items. Thek on
the Deletebutton and confirm the deletion when prompted.

To make a unit of measure inactive, click thactivecheck box. This will remove the entry
from dropdown lists but will keep the entry in unit of measure master data and reporting.

You can view all of the units of measure by scrolling through the list on the bottom panel.
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Vendor

To set up vendors, click on tMendortab. A vendor is the company or orgatiiza from whom
the item was purchased.

To create a new vendor, click tNewbutton and enter the information. When finished, click the
Addbutton.

To edit an existing vendor, click thelit button and update the information. When finished, click
the Updatebutton.

To delete a vendofirst disassociate the vendor from all items. Thkek on theDeletebutton
and confirm the deletion when prompted.

To make a vendor inactive, click theactivecheck box. This will remove the vendor fromop-
down lists in the system, but will keep the entry in vendor master data and reporting.

You can view all of the vendors by scrolling through the list on the bottom panel.
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Manufacturer

To set up manufacturers, click on tManufacturertab. A manudicturer is the company or
organization that originally produced the item.

To create a new manufacturer, click tewbutton and enter the information. When finished,
click theAddbutton.

To edit an existing manufacturer, click t&dit button andupdate the information. When
finished, click théJpdatebutton.

To delete a manufacturer, first delete any model numbers assigned to the manwdadturer
disassociate items from the Manufactur€hen dick on theDeletebutton and confirm the
deletion when prompted.

To make a manufacturer inactive, click thactivecheck box. This will remove the
manufacturer from dredown lists in the system, but will keep the entry in manufacturer master
data and reporting.

You can view all of the manufactns by scrolling through the list on the bottom panel.
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Model

To set up model, click on thdodeltab. A model is a specific kind of product made by a
manufacturer. If you assign a manufacturer to a model number, you will be able to limit the list
of model numbers to select from in your item record to those for the desired manufacturer.

To create a new model, click thhewbutton and enter the information. When finished, click the
Addbutton.

To edit an existing model, click thedit button and pdate the information. When finished, click
the Updatebutton.

To delete a modefirst disassociate items from the model. Tlbkck on theDeletebutton and
confirm the deletion when prompted.

To make a model inactive, click th@activecheck ba. This will remove the model from drep
down lists in the system, but will keep the entry in model master data and reporting.

You can view all of the models by scrolling through the list on the bottom panel.
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Status

To set up item status informatipclick on theStatusbutton. A status is used to indicate the
condition or state of the item. For example a status couldlé&e ‘Conditiof), "Good
Conditior!, or "Poor Conditiofi.

To create a new status, click tRewbutton and enter the informatio®Vhen finished, click the
Addbutton.

To edit an existing status, click tBlit button and update the information. When finished, click
the Updatebutton.

To delete a statufirst disassociate items from the status. Teélak on theDeletebuton and
confirm the deletion when prompted.

To make a status inactive, click theactivecheck box. This will remove the status from drop
down lists in the system, but will keep the entry in status master data and reporting.

You can view all of thetatuses by scrolling through the list on the bottom panel.
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Project

To set ugprojects that items can be checked out tokaic theProjectbutton.

To create a new projeatlick theNewbutton and enter the information. When finished, cliek t

Addbutton.

To edit an existing projectlick theEdit button and update the information. When finished, click

the Updatebutton.

To delete a projectirst check in any items associated with the project. Tdiek on theDelete
button and coiirm the dektion when prompted.

To make a projedhactive, click thdnactivecheck box. This will removthe projectfrom drop
down lists in the systemubwill keep the entry in projechaster data and reporting.

You can view all of th@rojecs by scrolling through the list on the bottom panel.
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Transactions

TheTransactiongab is where items are checked out and checked in.TEmsactiongab is
also where check out fees and overdue fees are paid.

Check Out checks an iterout of a loation to an employee

Check Ini checks an iterback in to a location

Fee Pay allows payment of check out or overdue fees owed by an employee
Reservé reserves an iterfor an employee

Reservation$ allows viewing or deletingf reserved items

# RedBeam Check In/Check Out -0l x|
Exit Yiew Help
baster Data “I 0=l | Reparting ] Swnc Handheld “I Admin}
Check Out i . -
eck Oul Update Time I 9 M0/2007 j|12'1 7 PM j Reference Mo I
Check In Room Employee
Fee Pay Earcu:udel Locl j 1D I j
Elesemm Descriptiuﬂl Lacation 1 j Namel Yandelay, Art j
Reservations || >@iect a Room: Item
- My Compary Barzode ITI'I
Description |Big Heavy Dril W
. Statusl Good j
“o Location 3
F- Physical Plant Facilty REk l
i Lozation 4 Includes zpare battery.
i Loz ation 5
i Location B
Project ID  [Froject j Remove ltem | Add Item + |
Due I Item B arcode I Item D escriphion
1| | )
Frirt &
e T ] CATEE
©20042010RedBeam, Inc. Revised July 292010
All rig hts reserved. Contents subject to softi@ense agreement. Version 5.5

Contact us at www.redbeam.com Page36



CheckOut

To check out an item, click on ti@heck Oubutton on the left side of thEransactionsscreen.
The date and time of the transaction will default to the current date and time.
Optionally, a reference number such as an order number can be @ntbefeference Néeld.

The room from which the item is being checked out may be selected by scanning Roothe
Barcodefield or by selecting the barcode ID from the ddigwn list. Alternatively select a room
from theSelect a Roortree structug or choose from theoom Descriptiomirop-down list.

The employee checking out the item may be select
the Employee ICfield or by selecting the ID from the drawn list. Alternatively, select the
name of themployee from th&mployee Namdrop-down list.

The barcode If the item beindpeing checked out may be selected by scanning the barcode into
theltem Barcoddield. Alternatively,the item barcode or description can be found using the
search function To access the search click the binoculars icon.

Specify the status of the item by selecting from $tatusdrop-down list. Notes specific to the

item may also be added in tNetefield. These will display on the receipt and on the transaction
repots. If this item is being checked out to a specific project, select the project ID from the drop
down list.
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If the Allow Changes At Check Oclheck box is checked in the item master record, the
Fee/Period Overridéox will be displayed during check ouThe data in these fields will default

from the master record. If desired, enter a different period type, quantity, or fee. You may also

choose whether weekends count towards the time items are checked out.

To add to an item to this check out tractgan, click theAdd Item+ button. The item will display
in the box at the bottom of the screen. You may add multiple items to a transaction before
completing it. You may also remove an item at anytime before updating the transaction by
clicking on thetem in the box at the bottom of the screen and clickindRéraove Itembutton.

# RedBeam Check In/Check Out - 10 x|

Exit  “iew Help

baster Data “I 0=l | Reparting ] Swnc Handheld “I Admin}

Check Out Update Time I 9 M0/2007 j|12:31 Py — Heference No I

=
Check In Room Employes
Fee Pay Ba“:':'del Locd j 1D I j
E— Descriptiunl Locatian 4 j Namel Vandelay, At ﬂ
Beservations Select a Room: ltem
(=} My Company Barcade 717
EI ....... Legal Building BT [ — ﬁ
i Lozation 1 I I3 Heave Lin
-Location 2 Statusl j
Location 3 : :
- Physical Plant Facilty Mtz l Fee/Period Overmide

" Locaiiond F'eriudl Draily vI v Include Weekends
-Laocation 5 i
E Period Ot I
fee Location B it
FEE|$1 0.00
Projoct 1D [Fos j Remove ltem | Add ltem + |

Due I Item B arcode I Item D escriphion

4] | i
Prirt a

S CATEE

Adding or removing items will update tA®tal fee at the bottom of the screen. If fees are due,
enter the amount the employee has paid irPtid field. If payingmore than the total, the
change due will display in thehangefield. If a piinted receipt is desired, plaaecheck in the
Print a Receiptheck box.

When all of the items have been added, save the transaction by clickigdatebutton. If the
Print a Receiptheckbox is filled, a receipt will be sent to the default printer.

TheClear button will reset all the data on the screen with the exception of the room.
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# RedBeam Check In/Check Out - 10| x|

Exit Yiew Help

baster Data 1 AN ete e | Reporting 1 Sync Handheld 1 Admin)

Check Out Update Time I 9 A0/2007 j|1231? Fid j Reference Mo I
Check In Room Employee
Fee Pay Barcodel Loc j 1D I j
Rezerve Descriptiunl Location 1 j Namel Wandelay, Art j
e || s o A Item
(= My Company Barcode ITI‘I g@

EI ------- Legal Building

Dezcripti ; :
~Location 1 S IElEI Heavy Diil

- Location 2 Statusl Good j
Lo Loization 3
- Physical Plant Facilty Note |
i Location 4 Includes spare battery.
- Location &
---------- Location &
Project 1D Project & j Remove ltem | Add [termn + |
Due | Item B arcode | Item D escription

4 | i
Prirt
e X A

Clear
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Check In

To check an item in, click on th@éheck Inbutton on the left side of tHEransactionsscreen.
The day and time of the transaction will default to the current day and time.

The room to which the item is being checked in may be selected by scanning Rtmthe
Barcodefield or by selecting the barcode ID from the ddgwnlist. Alternatively select a room
from theSelect a Roortree structure or choose from tReom Descriptiomrop-down list.

The barcode ID being checked in may be selected by scanning the barcode IDlietn the
Barcodefield or by selecting the barde ID from the droglown list. Alternatively, the item
barcode or description can be found using the search function. To access the search click the
binoculars icon.

Specify the status of the item by selecting from the Statusdivom list.

Notes speific to the item may also be added in tHetefield. These will display on the receipt
and on the transaction reports.

# RedBeam Check In/Check Out - 0] x|

Exit  Wiew Help
F{epurﬁng] Swnc Handheld -1 Admin}

taster Data -1 Transactions
Update Time | 5 /1p/2007  =|[1230PM =

Check Out
=

Check In Room Item

Fee Pay Ban:u:u:lel Lacd j BarcudelTn ﬁ
Resemve Descripliunl Lacation 4 j Description IBig Heavy Dl
- Stat -
Rezervations Select a Foom: @ usl Giood J
=l by Compary
EI ....... Legal Building Note Includes spare battery.
{ - Loeation 1
- Location 2
i Lo ation 3
- Physical Plant Facilty etz |$2-E"j
i Location 4
e Location b
i Location B
Remoyve [tem — | Add [tem
Item Barcode | Item Description | Location B arcode
o | 2
Prirt a
oo T X CATEEE

Clear

To add to an item to this check in transaction, clickAtid Iltem+ button. The item will display
in the box at the bottom ofdéhscreen. You may add multiple items to a transaction before
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completing it. You may also remove an item at anytime before updating the transaction by
clicking on the item in the box at the bottom of the screen and clickirigettm®ve Itembutton.

Adding or removing items will update ti®tal fee at the bottom of the screen. Fees will include

any unpaid check out fees and overdue fees for the items being checked in. If fees are due, enter
the amount the employee has paid inRlagl field. If paying more than the total, the change due

will display in theChangefield. If a printed receipt is desired, placed a check irPtirgt a

Receipttheck box.

When all of the items have been added, save the transaction by clickingdatebutton. If the
Print a Receiptheckbox is filled, a receipt will be sent to the default printer.

The Clear button will reset all the data on the screen (with the exception of the room).

# RedBeam Check In/Check Out -0l x|

Exit Yiew Help
baster Data “I Transactions Repnning] Swnc Handheld “I Admin}

Check Out Update Time I 9 M0/2007 j|12:38 = ﬁ

Check In Room Item

Fee Pay Ban:u:udel Locd j Barcode || ??
O Descriptiu:unl Locatian & j Descriptinnl
- Stat -
Reservations Sz & (T . usl J
[ My _Eompany
=1 Legal Buiding Note
oo Loeation 1
o Loeation 2
i Location 3
=l Physical Plant Faciliy

Location 4
- Location &
Location B

Remaove [tem — | Add [tem + |

Fee I Item Barcode I [kem Description I Loc
$2.00 T Big Heavwy Dorill Loc
1 | i

Prirt
ey M %Ihtallwﬂﬂ Paid [$2.00 Change [0 010 w

©20042010RedBeam, Inc. Revised July 292010
All rig hts reserved. Contents subject to softi@ense agreement. Version 5.5
Contact us at www.redbeam.com Pagedl



Fee Pay
To pay a fee, click on theee Paybutton on the left side of tHEransactionsscreen.

You may select the employee paying the fee
Employee ICfield or by selecting the ID from the dralown list. Alternatively, select the name
of the employee from thEmployee Namdrop-down lig.

Fees to be paid for that employee will be grouped in the grid in the middle of the déeesn.
will include any unpaid check out fees and overdue fees.

# IRedBeam Check In/Check Duk =10l x|

Exit Yiew Help

baster Data Transac:tiuns Repnning] Swnc Handheld “I Admin}

Check Out Emploves 1D I ﬂ
Chesck In Emplayes Mame I Vandelay, At |
Resere

Reservations

Frint a
Receipt v

Total [$12.00 Paid |$5.00 Change [1000 ¢ Update |

The total fees due for the employee will display inToeal field at the bottom of the seen. If

fees are due, enter the amount the employee has paidRaithigeld. If paying more than the
total, the change due will display in tBdangefield. If a printed receipt is desired, place a check
in thePrint a Receiptheck box.

Save the @nsaction by clicking thepdatebutton. If thePrint a Receiptheckbox is filled, a
receipt will be sent to the default printer.
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Reserve
To reserve an item, click on tiReservéutton on the left side of tHEransactionscreen.
Optionally, a refenace number such as an order number can be enteredReférence Néeld.

The room from which the item is being reserved may be selected by scanning Rtmthe
Barcodefield or by selecting the barcode ID from the duywn list. Alternatively selg a room
from theSelect a Roortree structure or choose from tReom Descriptiomrop-down list.

The employee reserviigh e i t em may be selected by scanning t
Employee ICfield or by selecting the ID from the drajown Ist. Alternatively, select the name
of the employee from thEmployee Namdrop-down list.

The barcode If the item being reservaday be selected by scanning the barcode intttéhe
Barcodefield. Alternatively, the item barcode or description barfound using the search
function. To access the search click the binoculars icon.

The length of reservatias assigned by selecting tReserve FromndReserve Térom the
drop-down list.

# RedBeam Check In/Check Out - 10 x|

Exit  “iew Help

baster Data Transac:tiuns Repnning] Swnc Handheld “I Admin}

Check Out Reference Mo I
Check In Boom Employee
Fee Pay Barcu:udel Locd j D |E1 j
. I3'33'3fil3ti0ﬂ| Location 4 j Namel Yandelay, &t j
Select a Room: Item
[ M_I,I :EDI'I'IDEIVI}' Barzode ITH
=1+ Legal Building o g@
i Lacation 1 Description IBig Heavy Dl
- Location 2
- Location 3 Reserve l Mate
B F'h_-,:sicaILF'Iant. Faiility From| g /10/2007 = [1zo0am =
- acatian To - . =
- Lcaton'5 | 9 M0/2007 R
e Location B
Project ID j Remove ltem | Add [tem
Item B arcode I Item D escription I Location B arcode
4] | i
Prirt a
Feceipt I AI ml

Clear

Notes specific to the item may also be added iNthiefield. These will display on the receipt
and on the transaction reports. If this item is being reserved to a specific project, select the
project ID from the droglown list.
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To add to an item to this resertransaction, click th&dd Item+ button. Thetem will display

in the box at the bottom of the screen. You may add multiple items to a transaction before
completing it. You may also remove an item at anytime before updating the transaction by
clicking on the item in the box at the bottom of theeea and clicking thRemove Itembutton.

# RedBeam Check In/Check Out - 10 x|

Exit  “iew Help

baster Data Transac:tiuns Repnning] Swnc Handheld “I Admin}

Check Out Reference No I
Check In Boom Employee
- Barcu:udel Locd j 1D I j
. I3'33'3fil3ti0ﬂ| Location 4 j Namel Yandelay, &t j
Reserations DG @ e Item
[ M_I,I :EDI'I'IDEIVI}' Barzode ITH
=1+ Legal Building o ﬁ
- Location 1 Description IBig Heawy Dl
- Losalion 2 Reserve l MNote

Ihcludes spare batteny.

Project 1D j Remaove ltem _| Add ltem +|

Item B arcode I Item D escription I Location B arcode

Jl | )

Prirt a |

Receipt r x VUpdate |
Clear

When all of the items have been added, save the transaction by clickingdhatebutton. If the
Print a Receiptheckbox is filled, a receipt will be sent to the default printer.

The Clear button will reset all the data on the screen with the exception of the room.
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Reservations

To view a reservation, click on tiieservationdutton on the left side of tHEransactions
screen.

The side panel is a tree structure that allows you to viewegevationgor employees. You can
expand or close the tree by clicking on the plus and minus icons next to the information you want
to view.

# RedBeam Check In/Check Out - 0] x|

Exit  Wiew Help

taster Data Trﬂnsm::tiuns F{epurﬁng] Swnc Handheld -1 Admin}

Check Out Reference Mo Last Mame Firgt Mame Beqin Time
Check In > CDELETE Wandelay Art 20070910 12:00 Ak
[tern Descrption [termn [0 Lacation [ | ocation Descript
Fee Pay p EOELETE 4 Big Heawy Drill T Locd Location 4
4 3
Rezerne I I —I

Rezervations

1| | |

Delete the reservatidoy clicking theDeletebutton. Click on theDeletebutton and confirm the
deletion when prompd.
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Reporting

To access the reporting features of the system, click dRepertingtab. There are four
different categories of reports available. They include:

Master Datal a list of data entered under the master data tab of the system

Iltem Dati reports on checked out/in items, overdue items, item usage, and item and rental value
Transactions detailed information about item transactions

Label Printingi label printing functions

Click on the button on the left side of the menu to seleai¢s&ed report category.

# RedBeam Check In/Check Out o ]

Exit Help

baster Data “I Transactions “I Sl SyncHandheld “I Admin}

' Checked Out Filter Opticns
Item D ata (" CheckedIn Acquizition D ate
" Owverdue select a
Tranzactions Check. Out Actual Time Date Range
= Uszage
Label Frinting | ¢~ |tem Yalue Drepartment & a4l © Selected
" Rental Value Check Out Effective Time
From:
Ermpl 5
MPEvEe [nszoos =] [rzooam =
[kerm Tae
ltem Type 11192005 =] [1159PM ==
t anfacturer
b odel
Dizplay Dptionz Project
[~ User Fields Fraam
[ Purchasing Data i
Group By I jl_ Dezcending

Second Group By : I j [T Descending

Export
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Report Generation Overview

For each category of reports, you will select a report type, scope and grouping. Once the report
type, scope and grouping are selected, clicletivg button. The selected report will display.

To print a hardcopy of the report, click the printer button on the left side of the menu bar.

#%@?ﬂwoz -] M]a<| 1 of 1 >>anMM

To export a copy of the report, click tB&port Repor{envelope) icon to the right of the printer
icon.

=9

To display or hide the report structure to the $&de of the page, click thieoggle Group Tree
icon to the right of th&xport Reporicon. When this tree structure is displayed, clicking on any
level in the tree will display the selected section in the report.

To move from page to page within a repase the right and left arrow buttons to the right of the
printer icon.

To search for specific information in a report, click on$earch Textbinocular) icon and enter
the desired information.

To exit out of the report and go back to the aggtlon, click orExit at the top left of the report,
or click theX in the to right hand corner of the report.

Exporting the Report Data

Once the report type and scope are selected, select the radio button to ekpoetdoto aText
File and click he Exportbutton.

Export |(3 Excel O TextFile

You will be asked to name and save the file on a directory on your computer. Once the file is
saved, you will be asked if you would like to open the file.
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Master Data Reports

Master data reports provide a detailed list of datared under the master data tabhaf $ystem.
To access the master data reports, click otvister Databutton on the left side of the menu.
Select from the following report types by clicking the radio button next to your selection:

Building Listi a list of all buildings

Room List a list of all rooms

Item Listi a list of all items

Item And Barcodé abarcoded catalog of items
Item Type List a list of all item types
Vendor Lisfi a list of all vendors
Manufacturer List a list of all manufactrers
Model Listi a list of all models
Employed.isti a list of all employees
DepartmentListi a list of all departments
Status List a list of all statuses

Project Listi a list of all projects

# RedBeam Check In/Check Out - 0] x|

Exit Help

baster Data 1 Transactions 1 Sisjaeialle | Sync Handheld 1 Admin)

M aster Data = Building List Filter O ptionz
[tem D ata (" Room List Item Type & Al ¢ Selected
— | el Select Al | Desslect & 5
" ltem And Barcode
Label Printing | = § - Select | ltem Type
g || [ Office Products
- [l Legal Files
" Manufacturer List [ | Technology
= Model List [ Tool
= Employee List
= Department Ligt
= Status List
" Project List
[izplay Ophions
[~ | Wzer Fields
B uichesig Dats Group By : I jl_ Dezcending
Second Group By : I j [T | Descending

Export | {* Excel ¢ TextFile
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Once the report type is selected, you can nath@vwscope of the report by selecting one or more
Filter Options Within each filt erAldopfelectdd, recwrdan
choose speci fSelected exmmd dpyt cd i ctkedk mar k next
clicking in the appropriate check boxes. Use 8adect AllandDeselect Alfunctions to make
selecting the specific records easier.

To group the data in the reports, you may select values from thelovaplists at the bottom of
the screen. You may also decidelisplay the data in descending order.

If additional data is available to be displayed in the reports, you can check the boxes of the data
you would like to see in the report under Bisplay Optionssection.

When finished, clickhe printer icon.To export toExcelor aTextfile, select the appropriate
radio button at the bottom of the screen and dixgort

# RedBeam Check In/Check Out - 10| x|

Exit Help

baster Data 1 Transactions 1 Sisaeinlle | Sync Handheld 1 Admin)

Master Data Building List Filter Options
Item Data Foom List Item Type & Al ¢ Selected
Transactions ltem List SelectAll | Deselect 21 Eel
Item &nd B
Label Prirting Select | Item Type

[ | Office Products
Wendor Lis

[l Legal Files
Manufacturer List [ | Technology
Podel List [ Tool
Employes List

Department Ligt
Status List
Project List

e i i Nl Nid Nip Nig Nic Nl N Nl Ni

[izplay Ophions

[T User Fields
I™ | Furchasing Data

Group By : I jr Dezcending
jl_ D ezzending

Second Group By : I

E xport | & Excel { TextFie
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Item Data Reports

Item data reports provide detailed information about checked out items, checked in items,
overdue items, item usageem value and rental value. To access the item data reports, click on
theltem Databutton on the left side of the menu. Select from the following report bypes
clicking the radio button next to your selection

Checked Ouit a list of items checkedub

Checked Iri a list of items not checked out to employees

Overdue' a list of items overdue

Usagei a report detailing how often items are used

Item Valug a report detailing the value of items based on cost in the item master
Rental Valué a report @tailing check out and overdue fees charged for items

# RedBeam Check In/Check Out - 10 x|

Exit  Help

baster Data “I Transactions “I Sl SyncHandheld “I Admin}

f+ Checked Out Filter Opticns
Item Data (" CheckedIn Acquigition D ate
" Owerdue select a
Tranzactions Check. Out Actual Time Date Range
= Usage
Label Frinting | ¢~ |tem Yalue Department f* pll T Selected
" Rental Value Check Out Effective Time
From:
Ermpl =
MPEvEe [inarzoos =] [rzooam =
[kerm Tae
Item Type [1119/2008 =] [118aPM =
t anfacturer
b odel
Dizplay Dptionz Project
[~ User Fields Fraam
[ Purchasing Data i
Group By I jr Dezcending

j [T | Deseending

Second Group By : I

E sport

Once the report type is selected, you can narrow the scope of the report by selecting one or more
Filter Options Within each filt erAldopfelecd, recwradan
choose speci f Baectede ammrdd p,utclai ckhefc k mar k next
clicking in the appropriate check boxes. UseSb&ct AllandDeselect Alfunctions to make

selecting the specific records easier.

To group the data in theports, you may select values from the ddopvn lists at the bottom of
the screen. You may also decide to display the data in descending order.
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If additional data is available to be displayed in the reports, you can check the boxes of the data
you woul like to see in the report under thesplay Optionssection.

When finished, click the printer icorf.o export toExcelor aTextfile, select the appropriate
radio button at the bottom of the screen and dixgort

# RedBeam Check In/Check Out - 10 x|

Exit  Help

baster Data “I Transactions “I Sl SyncHandheld “I Admin}

bd azter D ata

{+ Checked Out Filter Options

Item Data (" CheckedIn Acquigition D ate
" Owerdue select a
Tranzactions Check. Out Actual Time Date Range
= Usage
Label Frinting | ¢~ |tem Yalue Department f* pll T Selected
" Rental Value Check Out Effective Time
From:
Ermpl =
MPEvEe [inarzoos =] [rzooam =
[kem Ta:
Item Type [1119/2008 =] [118aPM =
b anufacturer
b odel
Dizplay Optionz Praoject
[~ User Fields Fraam
[ Purchasing Data i
Group By I jr Dezcending

Second Group By I jl_ Dezcending

ef O TestFile
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Transaction Reports

TheTransactionreports list date and tinmamped records of transactiori® access the
transaction reports, click on tAeansactionduttonon the left side of the menu. Select from the
following report types by clicking the radio button next to your selactio

Check Out item check out detail

Check Ini item check in detail

Reservé item reservatiomletail

All Transactiond a list of all transactions in date and time stamp order

# RedBeam Check In/Check Out -0l x|

Exit Help

baster Data “I Transactions “I Sl SyncHandheld “I Admin}

kM azter Data (% Check Out Filter Options
Item Drata " Check In Effective Time Sl
- " Reserve Py et Dgtzcltzlgnge
Tranzactions  all Transackions cquizition D ate
Label Frinting Actual Time From:
Department | anoezo0r x| [1zooam ==
Employes To:
lterm | 3n0/2007 = [11:59PM =
ItemT ype
kM arutacturer
b odel
Dizplay Optionz Project
I™ User Fields Reference Mo
[~ Purchasing Data -
Group By : I jr Dezcending
Second Group By I jl‘ [Deszending

& Euref O TextFile

Export

Once the report type is selected, you can narrow the scope of thietyepelecting one or more

Filter Options Within each filterAlowpbelecddd, recowordan cHoo
choose speci fSelected exmmd dpyt cd i ctkedik mar k next to t
clicking in the appropriate checkkes. Use th&elect AllandDeselect Alfunctions to make

selecting the specific records easier.

To group the data in the reports, you may select values from thelovaplists at the bottom of
the screen. You may also decide to display the datesicethding order.

If additional data is available to be displayed in the reports, you can check the boxes of the data
you would like to see in the report under Bisplay Optionssection.
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When finished, cliclprinter icon To export tdeExcelor aTextfile, select the appropriate radio
button at the bottom of the screen and clsfport
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Label Printing

To access the label printing functions, click onlthbel Printingbutton

# RedBeam Check In/Check Out - 10 x|

Exit Help
baster Data “I Transactions “I Reporting

t azter Data

Item Data

Single Label

Tranzactions

Ir the B arcode Print: Scope o Print:

Label Printing | Kol ElSeIeu_:tle
" Foom 1D ta Print

" Employee ID v ar Print &l

Above the Barcode Print
First Line % Fized Text " From Field

SyncHancheld | Admin |

[This is the first ine.

Second Line % Figed Text  { From Field

|This iz the zecond line.

Sequential Printing

# of Labels to Print:

Barcode Preview

= Display
{+ Hide

Media

Select Label Type I RedBeam Form #RE-L430 (1.75x:1.25]

Starting Column £ II'I Starting Row # I‘l

What to Print

When printing labels, you can enter the value of thedolrgou want to printSingle Labé)l,
print from data you have already entered in the syskeon{ Master Dataor print a series of

sequentially numbered labelSgquential Printing

If you selectSingle Labelenter the value of the barcode you wanprint and the total number of

labels to be printed.

From Master Data

Sequential Printing |

Earcode to Print |EIEIZ'|

# of Label
t-:ul-?:'rir':?tl ES
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If you select-rom Master Datafirst choose the radio button to print eititem, room or
employedD barcodes Then select the printing scope by clicking the list icon uBdepe to
Print. The total number of labels to be printed will display.

Single Label | From Master Data Sequential Printing |
It the Barcode Print: Scope to Print: # of Labels to Frint:
& Jtem ID |SelectIDs 3
" Boom D ! to Print

" Employee D ¥ ar Print &l

If you selectSequential Printingenter barcode value with which you would like to start and end.
You can enter a prefix that will be printed on all labels. You can also determine the nfimber o
digits after the prefix by checking theading Zerogheck mark and entering the total number of
digits desired. The number of labels to be printed will calculate automatically. If you would like

to increment the barcodes more than one at a time, teetencrement in thencremenfield. If

the start value was 10 and the incremental was 2, the next several labels to print would be 10, 12,
14 and so on.

Single Label | From Master Data “ Sequential Printing

Prefix |-"-"-N | Start|'| | Enu:l|'||:1 | Increment
Leading Zeroes W # af Digitz # af Labels ta Print

Above the Barcode Print

For all printing, you can choose to priiked Texiabove your barode. You may enter this text
in theFirst LineandSecond Lindields. Delete the sample text if you do not want to print
anything above the barcode or uncheck the check mark to the right of the field.

If you are printing=rom Master Datayou can choge to either prinFixed Texior From Fieldby
selecting the appropriate radio buttdhyou print From Field you can choose fromcquisition
date,allow changes atheckout,checkout fee,checkout period,includeweekendsitembarcode
ID, itemdescription,item typeroom ID, manufacturermodel,note,overdueintervalfee,
overdueperiod, period quantity, POno, serial no, status,unit of measure or any of theuser
fieldsto print abae the barcode.

Above the Barcode Print
First Line {+ Fized Text " From Field
[This i the first line. v

SecondLine (+ Fised Text ¢ From Field
|Thi$ iz the second line. [+
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Media

Print barcodes to a standard laser printesdigcting one of the RedBeam forms from the Select
Label Type drop down list, or if using a barcode label printer, choose the size desired. If using a
RedBeam form, select the starting column and row where printing will begin on the sheet.

Change the hght (H) and width (W) of the barcode by selecting from the dropdowns under
Barcode Sizeection.

Select the font for the label by clicking on tBelect Fonbutton.

Media Barcode Size

selectLabel Type | RedBeam Form #RB-L480 (1.5 | [1o0z — +]H
Starting Column # |1 Starting Row # |1 Imgz v I W Select Font

Select the font for the label by clicking on tBelect Fonbutton. Change thieeight (H) and
width (W) of the barcode by selecting from the dropdowns uBdecode Sizeection.

When finished, click printer icon. You will preview the label sheet before printing. On the
preview sheet, click the printer icon to print.

# RedBeam Check In/Check Dut - Labels _ =] x|

X[ [ow: o K Dl &)

Thiz iz the first line. This iz the first ine This iz the first line. This iz the first line
Thiz iz the second line This is the sscond line Thiz iz the second line This is the sscond line

ANIOM ANDODZ ANO0D3 ANI004

Thiz iz the first line. This iz the first ine This iz the first line. This iz the first line
This iz the second line This is the sscond line Thiz iz the second line This is the sscond line

ANI0DS ANDODE ANO0D7 ANIODS
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SyncHandheld

TheSync Handhelthb is where you sync the data between the PC and the sc@ihisefeature
is only available in th#obile Editionof the software.

To sync, place the scanner in the cradle and wait for Microsoft ® Activeswvindows
Mobile Device Centeto connect. Thealick on theSync With The Handhelitton on the
bottom of the screen.

The system will first detect if upgrades are needed for your mobile software and install them.

The program will thertheck to see if there are transactionghe scanner to be doleaded to

the PC. The blue bars moving on the left side of the screen will indicate the download of these
files. If there are no files on the scanner, a message will pop up to notify you of this. If there are
records on the scanner, they will be dovaded to the PC.

The program will then send all of the master data on the PC to the scanner to insure #iat the d
is up to date The blue bars moving on the right side of the screen will indicate the upload of
these files.

# RedBeam Check In/Check Out - 0] x|
Exit Help
taster Data -1 Transactions -1 Feparting ] -] Admin}
rapplication [nztall
Werifyping the prezence of a handheld Installing handheld application
I |
rData Sync
Freparing tranzaction dovwnload filez on the handheld Frepaning data upload filez on the PC
| I
Downloading the transaction files to the PC |Jploading the data files to the handheld
| I
Saving the downlnaded hranzactions [lpdating the handheld databasze
| I

o | ¥ Sync Master Data
With The ¥
Handheld
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Admin

To access the adnistrative features of the system, click on Aumintab.
The administrative features include:

Networki networks database for use on multiple computers

Label Setup allows for creation of new label sizes

Backupi backs up and restores database

Import Data’i imports item and master data into the database

Purge Databasé purges the database of item and master data records
Caption Overridé changes master data titles throughout the system
Securityi allows creation of users and roles that limitessin the system

# RedBeam Check In/Check Out o ]

Exit Help
baster Data “I Transactions “I Fepaorting 1 Swnc Handheld Admin

Metwork

~To network this machine to another SQL Server:

Label Setup Enter a server name or IP address
Backup 127.001
Import Data Or Search for &vailable 5ervers User ID Isa
Purge D atabase and zelect one from the list: Password Ixxxxxxxxxxx

Caption Owveride

Security

Cumrent Server
127 0.01%RC0
Current User

24

‘Where iz my server?

[ Use an S0L Server not installed by this application l Update |

wfindows Firewall Parts

v EDpen lozal windows firewall ports for SCIL communication with client machines. Porte will only
ibe opened far the local network, [subnet).
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Network

If you are using a mukHiiser version of the software and would like to network PCs together,
click on theNetworktab. The network function allows you to network your system by pointing
the application on your desktop to @abase on another PC or server.

If you have not already installed the software on the PC or server that will house the central

dat abase (referred to as fiservero in Q@Qpane rest of
the applicationonthe er ver . You will be asked, AWi Il the d
Click AYeso. Thi s \VEkplessy €emr ziadre afn Mincrt ancfet @ $ ¢

that comes with and is used by this software. You do not need a full version of Mi@&&Qft
to use this softwareOnce this is done, go back to the PC that you would like to network to this
iserverd database.

On the PC that you want to network, enter the server where your data is stored. Do this by
clicking theSearch for Available Seevsbutton. When clicked, the system will look for other
RedBeam Check databasestoryour nevark. Ehe server you just installed on
should display in the box. Click to select it. (Alternatively, you may enter the server name or IP
address.)

When finished, click th&pdatebutton. The data in thepplication will instantly by updated
with the data in the newly selected database.

# RedBeam Check In/Check Out - 0] x|

Exit Help
MasterDatajl Transactions 1 F{epurﬁngw Sync Handheld 1 W

I ~ o network this machine to another S0L Server:
Label Setup | Enter a zerver name or IP address
Backup | |12?_n_n_1

Import Data | Or Search for &vailable S ervers User ID Isa

Purge D atabaze | and select one from the hst: Paszword I xxxxxxxxxxx

Caption Overide

I

Security

Cument Server
127 0.0 1%RCO
Cumrent User

£4

Where is my server?

[~ Usze an SOL Server not installed by this application z |lpdate |

Mwindows Firewall Ports

e EDpen local windows firewall ports for SOL communication with chent machines. Portz will only
ibe opened for the local netwaork, [subnet).
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Advanced

If you are using your own full version of Microsoft®L Server 2000, 2005 or 200&u will
need to instalthe database to the SQL Server you would likedst the database. Ttiatabase
installation filemay be found on the installation CD in the direcidtiliti eSeed.exeCopy the
file to a directory of your choice on the machine hosting SQL Server. Once in the directory,
double click to executédne file and you will be presented with the following screen:

Run Package X|

This executable will create a new database. Please
choose the server and database you would like ko create,

I
Mare Info... |

—5elect Database

Server II{IDcaI]l j

£ wWindows authentication

() S0l Server aukhentication

ser name I

Password I

™ Upgrade an existing database

¥ Make a database Advanced. .. |

Database IRCO
Fun Cancel |
I f you arend6t wusing the fA(local)o default instar
Server in the AServero drop down box ono you may

search for eligible servers. If you are using a-default instance of SQL Server be sure to
include the instance name in your selection flachineNaménstanceName)

Leave the AMake a databased optiB6&8O&el ected and
If you wish, you may specify an SQL Server security user name and password (with authority to
create new databases) instead of the default windows authentication. If you do not have admin

access to the SQL Server machine, this may be easiest.

If you would like to store the database files in directory locations other than the defaults, you can

change the fil e | oc aboinatahangeithe Cdlldtian orfittAsssresem c ed 0 t ab
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x

—Create Mew Database Opkions
Database Folder: Iu::'l,pru:ugram files\microsoft sgl serverimssgl, 1Ymssglldata
Log Folder: Iu::'l,pru:ugram files\microsoft sql serverimssql. 1mssglidata
Collakicn: ISQL_LaI:inl_General_CF‘l_CI_F'.S j
Recovery model: I::server default = j
Compatibility lewvel; ISQL Server 2000 j
Database size (ME): IID

(o] 4 Cancel

Click ARun. OO

N

| ou are about ko install database ‘RO, Are wour sure wou wank
to continue?

Yes | Mo I

Click fAYes. O

Execution started X|

Package Mame:Seed

Creating Database (locallisglexpress:RCO

Cancel
After the database had lreereated you will see the following:
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@ Package executed successfully.

Click AOkO.

Once the file is attached, check thse a SQL Server not installed by this applicattbeck box
at the bottom of the screen.

# RedBeam Check In/Check Out -0l x|

Exit Help
baster Data “I Transactions “I Feporting ] Swnc Handheld Admin

Metwork

~To network this machine to another SOL Server:

Label Setup Enter a server name or IP address Y SOL Server Instance
Backup 127.0.0.1 |
Import D ata Or Search for &vailable Servers I User ID Isa
Purge D atabase and select one from the list: Paszword Ixmxmm

Caption Owverride

Security

Cumrent Server
127 0.01%RC0
Current User

24

Where iz my server?

Iv ize an 5OL Server nat installed by this applicatior z pdate |

rwindows Firewall Ports

v Open local windows firewall ports for SCOL communication with client machines. Porte will only
be opened far the local nebwark. [subnst].

If you have not already done so, cli8karch for Available Server€hoose the server from the
list box or type the server name or IP address intdléve Servefield. When finished, click
Update
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Why isnét my server found?

There are several reasons why you may not s
Availabl e Serverso button:

You haveno6t i ns tapplichtierdon the sereepyetn ed t he

The application must be installed and initiated on the server machine before your workstation can

connect to it. I f you havtopened the apglidatodonthe@ t h e

server, the workstations will not be able to connect.
Your server is not on thesame subnet as the workstation:

If your server is connected through a router, is in a different domain, is in a different workgroup,
etc., t may not appear. You must manually enter the IP address or computer name of the server
toconnectThe computer name of the server can be
found in the windows Control Panel classic view of your server machine.

Your server is obstructed by a firewall:

This application is not designed for traffic through an unsecured network and should not be used
in that context.The application is designed to automatically open ports (on the local subnet only)
in the Windove operating system firewall (which ships with Windows XP). This firewall should
not be your problemlf (for some reason) you have another internal firewall within a secure
network, you will need to open two ports to allow the application to communig§&lke.Server

uses UDP port 1434 to establish connections from SQL Server 2000 ¢liénmtssocket number

is also reserved for SQL Server by Internet Assigned Number Authority (IANSQL also

listens on a CP port. The default number for a default iaace is 1433, the official IANA

socket number for SQL Servén.our case, we are using a "named instance" of SQL Server, and
this port number may have bedynamically assigned when the instamaes first started.To
determine the port that oirstan@ of SQL Server is listening on, you can addetwork Setup

utility that was created by the SQL Server installation (wrapped in our installation).

For SQL Server 2000his can be found on the server machinéRitdgram FilegMicrosoft SQL
Servek80\ToolsBinn\SVRNETCN.exe".When you open the SVRNETCN application:

1. Onthe "General" tab, select the "Instance(s) onstriger" =
<name of computekRCO

2. Under "Enabled protocols:", click TCP/IP and then click
properties.

3. The "Default port:" will be displagd.

Both this TCP port and the UDP port 1434 will need to be opened within your firewall.

For SQL Server 2005, open the SQL Configuration Manager utility from Start Menu>All
Programs>Microsoft SQL Server 2005.

1. I n the | eft hand paNewoksel ect iSQL
iPr

Configurationo and then select
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2. 1n the right hand pane, right click AT
Properties.
3. For Al P Addresseso read the ATCP Dynan

Bothtre fiDynami ¢ P o rUDB gort M34lwill eeedamnbapenedmwéthin
your firewall.

For SQL Server 2008, open the SQL Configuration Manager utility from Start Menu>All
Programs>Microsoft SQL Server 2008.

1.l n the | eft hand pane, sel ect iSQL Ser
Configurationo and then select fAProtoc
2 In the right hand pane, right <click AT

Properties.
3. For Al P Addresseso read the ATCP Dynan

Bothtre A Dynami ¢ P o rUDBR port M34lwili eeedaabe openedewithin
your firewall.
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Label Setup

Label Setumllows you to create new label types that are added to the drop down list of available
label types undeReporting>Label Printing

The system comes with many standard label sizes which are listed in the grid at the bottom of the
screen. If you see the sigou want, select it, clickdit and uncheck thinactivecheck box.

To create a new label type, cliblew Enter the name you would like to give the label type, the
brand of the label and the label or form number if applicable.

Select the print orieation and the media type.
Enter the dimensions and other characteristics of the label. A preview of the label will display on
the top right side of the screen. Red indicator lines will help you to understand which dimension

you are changing.

When firished, clickUpdate The label type will now be available in thabel Typadrop down
list on theReporting>Label Printingscreen.

#  RedBeam Check [n/Check Out
Exit Help

MasterData} Tranaaminnsw Repurting} oyncHandheld ]

Netwark Labzl Type || abel Printer [autosense label gap)
Label Setup Brand IGeneric

Mumber Ia— Inactive [

— Pint Orientation
Imzort D ata Landecare [reverse

% Porrat ¢ dimenziors from aclual page
Purg= Daabaze Ahen entering therr below]

Zaption Overide || 1 Madia Type
= Conthuouz [Label Printes
Security ¢ Shest & Jollz. Far-fold, ete.|

— Label Dimenzions [in nches)
Top Maain i 0.06 Labe “wicth Fage Width |2 12 a5

Lek b aain 0.0g 0.06 Labe Height Fage Height |4 11
Mumber Acrozs 2 Harizantal Fitch

] ¥ Aun-cakculae
Mumber Diown 2 Yertical Pich [ 1.5 (B ue =Default Yalue.

FIKI DB X D] Ve |

Find Hew Edit Copy Del. Uado

Label Tupe
Label Piinter [autosense label gap] |Genenic

| shal Pintar lanibacanca lahal Aaanl

4 11T
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Backup

Because this software uses a Microsoft ® SQL database, you cannot simply copy the database file
to create a b&up. RedBeanhas added thiBackupfeature to automatically handle the

additional processes required to make a backup copy of the database. If you use a tape drive back
up, you will likely want schedule a backup that will place a copy of the database of the

folders backed up by your tape drive.

To create or schedule a back up of the database, click @athkeptab. Be sure to access this
application from the computer where the database is located. If the database is located on a
server, pleasaccess this application on the server.

From the tree structure in tiBackupsection, select the folder where you would like the database
backed up. If you use a tape drive backup, select a folder that is included in the tape backup.

To perform an immaiate backup, click thBackup Novbutton. To schedule a backup, select the
Daily or Weeklyradio button in th&chedulesection, choose the time each day or week you
would like the backup to occur and click tBehedule Ibutton. This will set up the@@. backup
job.

To restore a backup database, click the elljpgefutton in theRestoresection and select the
appropriate file. WARNING: Restoring the database causes all current data to be replaced
by the data in the backed up database. If you woullike to replace the data, clickRestore

# RedBeam Check In/Check Out -0l x|
Exit Help
taster Data “I Transactions “I Fepaorting ] swnc Handheld “I W
Mebwark, | ~Backup
Label Setup | Falder It:hF’mgram Filez\RedBeam'
| %1 QuickTime A
#-{3) Redl
Import Data | L——_I_] RedBearn
Purge Databaze | .,j Asset Tracking
i : -5 Check In Check Out
Caption Overide | -5 Irwentory Tracking
Secuiity | -+{ RedBearn Back Office
Ly Ukilities J
----- {2) Remote Display Contraol
[+ ) Roxio
B Satelite Forms Runtime
- SonicWaLL ;I
~Schedule
& Daily © weekly I'I2:I:II:I:I:II:I.-i‘-.l‘vi—LI Schedule It Backup Mow |
—Restare
File | |
Warning: Restoring the database causes current data to be replaced
by the data in the backed up database.
Restare I
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Import Data
To import data into the system, click on theport Datatab.

Data is imported into the system using Microsoft ® Excel spreadsheet templates. To download a
template, select the table desired emitieChoose Tablsection by clicking on it. Then click the
Create Excel Source File from Templatgton. Select the folder you want to save the file in and
remember where it is being saved. Name the file and click save.

When the source file operenter the data you want to import. You can save and open the source
file as many times as necessary to enter all of the data.

When data entry into the source file is completdose the spreadsheet. Click Glgoose Source
File button, select the sowdile and clickOpen

Note: Itis recommended that all other master data be imported before importing items, since
data in the item records is dependent on the other master data.

# RedBeam Check In/Check Duk

Exit Help
MasterDataﬂl Transactions “I Repnning] Swnc Handheld “I

=131 x|

Metwork Choose Table
Label Setup endor Step 1: Select the tablz to be impaorted by clicking on the
appropriate table button.
Backup Lpit OF Measure Step & Click the Create Excel Source File from Template Button.
_ Step 3 Select the folder where pau want to save the source file,
Import Data Item Type name the file and click 5ave.
P Datab Step 4: when the zource file opens, enter the data pou want to
urge U atabase b anufacturer import. 'ou can save and open the source fle az many times az
Caption Dverid neceszary to enter all of the data.

SR HETIOE b odel Step B: when data entry into the source file iz complete, click the

5 . Choose Source File button, select the source file and click Open.

ecuity Status
|| Item |
Employes
Department
Project
Create Excel Source File from Template
Chooge Source File
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Review the data you are about to import by scrolling througlptaview table. When satisfied
with the results, clickroceed You will have an opportunity to review the import on the next
screen before committing the changes to the database.

# RedBeam Check In/Check Out - 0] x|

Exit  Help

MasterData-‘l Transactions -1 F{epurﬁng] Swnc Handheld -1

Metwork, Confirm
Label Setup Plzaze review the data you are about to import by scrolling through the table below, When satisfied with | =
the rezultz, click Proceed. 'ou will have an opportuniby to review the import on the nest zoreen before
Backup commiting the changes to the database.
_ Mate: During the import, the syzterm will reject duplicate records or records that do not have data in LI
Import D ata

AutoAddCheckln | AutodddCheckOut |Item Type
Fiepair Tools
Caption Overide M achineny

Purge Database

Security

¢-Back | Proceed |

Note: During the import, the system will reject duplicate recordgoords that do not have

data in required fields, such as the ID fields. It will also reject records that include master data
entries that do not match the master data already in the database. For example, if manufacturers
that are not already entered the manufacturer master data are imported in an item import,

items with the invalid manufacturers will be rejected. Errors on invalid records will not impact

the import of valid records.

TheResultscreen will list the records that were added those that failed. If you are satisfied
with the results that were added, cliekishto commit the data to the database. If you are not
satisfied with the results that were added, dRcil Backto remove the data from the database.

©20042010RedBeam, Inc. Revised July 292010
All rig hts reserved. Contents subject to softi@ense agreement. Version 5.5
Contact us at www.redbeam.com Page68



=10l x|

# RedBeam Check In/Check Duk

Exit Help
MasterData-‘l Transactions -1 F{epurﬁng] Swnc Handheld -1

Metwiark Result
Label Setup Result | AutoAddCheckln | AutodddCheckOut | ltem Type
Beskus | |Dk  FALSE FALSE Repair Tools
Ok FaLSE FALSE tachineny

Import D ata

Purge Database

Caption Overide

Security

o Added: 2 ﬁ Rolled Back: 0
g Failed: 1]

Total: 2 Roll Back | Firish |

Note: Dat will fail to be imported for a number of reasons. The reason for failure will be listed
next to the ID of the failed record. Failure normally occurs if required fields, such as ID fields
are left blank, or if data the record to be imported dependgeiisdancorrect, such as entering

an invalid manufacturer when importing an item. Entries too long for a given field will be
truncated. Entries in the wrong format, like a date field or a state postal abbreviation will be set
to a system default.
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Purge Database

To access the purge database functions, click oRuhge Databas¢éab. Under certain
circumstances it is convenient to purge the database of all or selected data.

IMPORTANT: Once data is purged from the system, it cannot be recovered. dghis
function carefully.

To purge data in the system and start fresh with a clean databas8etdéickAll To select
specific tables, please a check mark next to the desired table to be deleted.

Note: Because some tables are dependent on othgos, select certain tables, tables dependent
on those selected will also be purged as indicated by the check boxes.

When finished selecting, clidRurge

-iolx
Exit Help
taster Data -1 Transactions -1 Fepaorting ] Swnc Handheld -‘Iﬁm
Metwark Trangzaction Table
Label Setup ¥ Tiansactions
Backup Master Tables Table I
Import Diata ¥ Lacation
¥ Item Type
Caption Owerride ¥ Unit OF Measure
Security v Model
v Manutacturer
V¥ endor
¥ Statug
¥ Employee
v Department
v Praoject
Purge |
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Caption Override

To access the caption override functions, click oraption Overridebutton on the left side of
the menu.

Caption override allows you to change master data to better match the needs of your organization.
To change the term, enter your desired term irNién Ternfield and clickUpdate Exit and

reopen the application féhe changes to take effect. The new term will be updated in all areas of
the system including master data, transaction, reporting and admin.

# RedBeam Check In/Check Out -0l x|

Exit Help
baster Data “I Transactions “I Feporting ] Swnc Handheld ]ﬁm
Metwark Select a new term to substitute in the application for the labeled term
Label Setup
Default Term Mew Term Current Term
Backup
Campary IDrganizatiDn IEumpan_l.J
Import Data -
Building IWarehuuse IEuiIding
Purge Database
- Foom ILu:uc:atiu:un IHDl:llTl
Caption Overr._.
Employee IEIiend IEmpIDyee

' Update |
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Security
To access the security functions, click on 8seuritybutton on the left side of the menu. User
security is not automatically active in the system. By default, it is disabled. To enable user

security, click theenable Security for the Applicatianeck box. The user ID and password that
were created when the software was installed is the admiivistteser and password.

User

To create additional users for the system, clickibertab. Click theNewbutton and enter the

user ID, first name, last name, password, phone, and email. You can give this user the ability to
update user security forhar users by clicking on théser Security And Database Restore
Accesgheck box. You must also assign a user a role. The system defedriisistrator You

may set up other roles under fRelestab. When finished, click thepdatebutton.

To edt a user, click th&dit button and update the record. When finished, ¢lipkate.

To delete a user, click on tieletebutton and confirm the deletion when prompted. The user
will be erased from any related records. A usay not update or deletiegirown user ID.

To make a user inactive, click theactivecheck box.

You can view all of the users by scrolling through the list on the bottom panel.

# RedBeam Check In/Check Out -0l x|

Exit  Help
taster Data “I Transactions “I Feporting ] Swnc Handheld ]ﬁm
Network [¥ Enable Security for the Application
Label Setup m Foles ]
Eackie User ID [dsmth Phone  [404-245-1625
Import D15t First Mame IDebbie Emaill Idsmith@cumpany.cum
P [ratab p ; .
BESSESS LEs ISmlth I User Secunty And Databaze Restore!
Caption Oweride Pazzwiord I xxxxxxxxxxx Access
Wernfy Pazsward I xxxxxxxxxxx
Fole I M anager j [T Inactive
k| <| D=0 X5 [ ] oPusee | G|
Find Mew Edit Copy Del Undo Barcode
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Role

To create other roles, click tioletab. Click theNewbutton and enter the name of thew
role.

To limit user functions click thEBunctionsbutton. From the tree structure, select the areas of the
application that you would like users with this role to access. You may choose the type of access
by selecting from the dregown list to he right of the function. Although options may be

limited for some functions, you may choose from:

Nonei hides the function from the user to prevent access

Viewi gives the user the ability to only view data

EditT gives the user the ability to edit,tthot the ability to add or delete records
Full 7 gives the user full access
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Exit Help
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To limit access to locations click th®cationsbutton. From the tree structure, uncheck the
locations that you do not want a user with this role to access.

When finished, click thé&pdatebutton.
To edit a role, click th&dit button and update the record. When finished, tlipkate.

To delete a role, click on tH2eletebutton and confirm the deletion when prompted. A role may
not be deleted if it is agned to a user.

To make a role inactive, click theactivecheck box. This will remove the role from the drop
down lists in the system, but will not alter existing users assigned to the role.

You can view all of the roles by scrolling through thé dis the bottom panel.
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