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Add New Assets:

Items that are tracked as single, unique items, (and usually have asset tags attached)
are considered assets. You can store as many assets as your quota allows. Archived
assets are not counted towards your billable asset quota.

1) Log into your Reftab account: www.reftab.com/login
2) Click “Assets” > “Add New Asset”

Main Account ~

Assets  Locations Kits Accessories  Licenses Loans Reservations Loanees Maintenance Reports

0
Keyword 1 % | Search, search  Create New % You are logged into: Main Account 0 = Asset Categories  # Settings ©

2
R E——— 67 1950

Checked Out Available
AC Units >
Bulk Actions Display Images o
Barometers >
. Asset Name Custody
Boiler > Image AssetID |} StatusLabel$ Category Location Loan Status ¢ Loanee ¢ Verification Due Date

3) You'll need to select a category that the asset will belong to, then fill out the details of
the asset.

3a) You can provide an asset ID manually or, leave blank and Reftab will automatically
generate the next asset ID for you.

Create New Asset: Macbook Air

Asset Title Macbook Air
Enter an asset ID manually or,

AssetID @¢—— leave blank and Reftab

Next generated asset ID: 0833355005748 will auto generate.

Macbook Air v © Add Category

Category
Asset Location LA Office \ v Siasdocatien

Asset Notes Choose category

Default Loan 8
Period (In
Hours)
Status Label v © Add Status Label
RAM Hard Drive Vendor
16GB v 500GB Apple
Date Purchased Model Warranty Expires
06/28/2021 ] 13" 10/05/2023 ]

Serial Number

€037361GVT] Save when done

Save Asset © Add New Field
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4) Click “Save Asset” when done.
Once asset is saved, you will be brought to the asset screen where you can print the
barcode, check the asset out to a user, email the asset and so on...

[ LA Office B Sub Locations Il Assets & Kits & Accessories Licenses 4 Calendar ® Scan Out
Fidges MACBOOK AIR Previous Clone Asset # Back to Assets
Large Pliers > MACBOOK AI R £ Check Out
Click to add image ASSET ID: 0833355005748
i add i
Lenovo Laptops > Available ; EReserve
Click here to

[ LA Office .
Lift Desks > print barcode

D Last Scanned: n/a

Status:
Light Stand 4 0 Accessories 0 Licenses

Jira Issues 0

Macbook Air RAM Hard Drive Vendor

16GB 500GB Apple
Macbook Pros > . . Date Purchased Model Warranty Expires

Asset is saved into g0, 1an 10/5(2023

Monitors > the category Serial Number

C037361GVT
Pliers >

Loan History Accessories Licenses Changelog History File / Image Attachments Depreciation Asset Maintenance

Radios >

No loan history yet...

Printing Barcodes and QR-Codes

Reftab can generate barcodes and QR-codes for each asset. When viewing your assets
you can click “Print Barcodes”. You can select from a group of assets to print and click
“Print”.

By default Reftab generates a .PDF sized to fit Avery templates. However, you can use
third parties to order barcodes and QR-codes. As long as the code you are scanning
matches to an asset in your Reftab account, the Reftab mobile app will be able to find
the asset. If not, the app will error saying “Barcode not found, would you like to create a
new asset?’. Tap “Yes”, and the asset ID will be pre-filled in on the ‘New Asset’ screen.
[ &pin |

BULK PRINT ASSET TAGS

© Notice

You do not need to use Reftab to print labels. Any third party software can be used to print asset labels as long as the printed asset IDs match 10 e g asset IDs in Reftab.

Label Type Avery Sheet Label Size Custom Text
O Barcodes Avery Sheet: Include Location Name?
® QR-Codes

5160 No ®

Download as .JPEG Images?
Include Asset Title?

Optional Printing Offset © About Offset No s

Sample (final may not be exact)

Font Size:

10pt

Text Replacements v
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Accessories

Accessories are designed for tracking bulk items. For example, keyboards, cables,
laptop chargers, batteries, etc.. These items can have a barcode, but the barcode
should be placed on the box or the shelf that holds the accessories. When you add a
new accessory into Reftab, you set a current quantity and as you check the items in and
out, the current quantity will update accordingly.

Main Account ~

= Assets  Locations Kits Accessories  Licenses  Loans  Reservations Loanees Maintenance Reports

.
Keyword 4 | search. seard Create New % You are logged into: Main Account Q1 = Asset Categories & Settings @

& ACCESSORIES Custom Fields & Import Accessories & Print Barcodes © Add Accessory

Title Bulk Actions Shirt Size Category Accesson y Count: 22

Show Nested Locations

1 Goto 1 Total 22
Min.

Title Type s Available Quantity Location? Vendor Shirt Size ¢ Category ¢ Notes © Portal Accessory

] L Construction [ consumable | 20 5 @ Global Amazon M Construction Consumables are gt
Vests not tracked by loan Actions
88 002817

0 — CT-HDMICables EXZEN Az2/0 o0 @ Global Amazon s

= (an Actions

88 CTT-0183

] CT-iPad Charger XN 2/9 0 LA Office Amazon IT department Only used at the -
Cables Connecticut Office. Actions v
88 0092-542

0 ' Digital SLR [accessory | 57/5 2 @ Global Amazon IT department The chargers are in  qumt
Chargers (all) room 114 on rack Actions
88 000-81

Creating New Accessories

Click “Accessories” > “Add New Accessory”

Main Account ~

= Assets  Locations Kits Accessories Licenses  Loans  Reservations Loanees Maintenance Reports
g
Keyword 4 | Search e Create New ~ % You are logged into: Main Account Q= Asset Categories  # Settings @
& ACCESSORIES Custom Transactions Custom Fields & Import Accessories & Print Barcodes © Add Accessory
Title Bulk Actions - Shirt Size ® Category @ Accessory Count: 22
Show Nested Locations 2
1 Goto 1 Total 22
Min.
Title « Type s Available Quantity  Location ¢ Vendor ¢ Shirt Size ¢ Category ¢ Notes © Portal Accessory

Give the accessory a name and how many you currently have. You can also set a
minimum quantity amount when you’d like to be alerted. For example, if you tell Reftab
you have 25 laptop chargers, you can set a minimum quantity alert of 3 and provide an
email address. When available laptop chargers get at or below 3, Reftab will send an
email to the email address you provide to let you know you'’ve run low.

You can continue to select the location these accessories will be available at or select
“Available at all locations”. This simply means that the accessories will either be linked
to a specific location or available at all locations.
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CREATE NEW ACCESSORY

Type of Accessory and Current Quantity:

Type /

Vg

Accessory

Title Lenovo Laptop Chargers /

Total Current Quantity 25

Minimum Quantity Alert 3 /
Autom sent when available
- .
inventory@domain.com /

Email address to send low quantity

Where can this be used?

Available at all locations?

Choose a location for these LA Office
LETS Wil be available only to: LA Office
Display in Request Portal?

Will be available for reservations in the user portal

Save accessory

O Types:
Accessories: Accessories are Iggfled and returned. They can
also be attached 10 assets.
Consumables: Consumables are used and never retumed
Loanees can be associated with their use.

Consumable

é

@ Location Availability:
Assign to location: When assigned 1o a location, items can
only be used at that location. They can not be transferred to
other locations.
Global: Global accessories may be used at any location and
transfemed to / from any location

Setting a specific location is suggested when you want to separate inventory items by
location so that you can reliably know how many you have at each location.

If you set a “Barcode ID”, the Reftab app will be able to scan a barcode so that you can

Additional Information:

Order Number

Purchase Date

Vendor
Barcode ID ABC123
Barcodes used for scan check out
Notes
Operator

© Addtional Fields:
You can store any additional inf

check the accessory in and out on the mobile app.

Click “Save Accessory” when done.

Checking Accessories in and out

Now that you have an accessory saved, you can check them in and out to users. Click

on your accessory and click “Check Out”
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Lenovo Laptop Chargers . Zz, [ =]

B LA Office Vendor:
Order Number: 4 Reserve
Purchase Date:

Barcode 0: ABCI23

Q Upload Attachment
@ View Lenovo Laptop Chargers Attachments

Find a user, select a return date (or select indefinite loan) and click “Assign to User”.

Loanee Asset

Assign 1 - b — 24 Lenovo Laptop Charg

24 Lenovo Laptop

Chargers Available

Asset
Choose Loanee
O Ac unit
Holly Graham 1X002CU5PSH
\ O AcC Unit
Choose Return Date 2 g USNY-00939
Indefinite Loan O AC Unit Combo
Override Loan Rules\ Hossaasaons
3 O Barometer 001
Loan Notes 1bar0001

O Baroness barom
1HU1

4 O camera Case

Event Name 111643442

O camera Case
16047367166

O camera Case

Program Model
16087367164

O canon Camera
111643444

Location Deployed To
O canon Camera C

4 16087367166

O Chromebook

=2 YOU Will see your available count decrease and the

O chromebook

w07 |0ans table will show who has custody over the

O chromebook

10833355005! accessorles.

Cost

Assign to Loanee

ACCESSORY @ Edit

Lenovo Laptop Chargers 24 25

Available Total Qty.

LA Office Vendor: _
s Order Number: G [ Reserve

Purchase Date:

Barcode ID: ABC123 Notes: = Transfer to Location
9 Upload Attachment
@ View Lenovo Laptop Chargers Attachments
Current Loans
& Loans
Assets: 0 Loanees: 1 Kits: 0
Loaned / Attached T AssetID  OutDate DueDate  Assigned By EventName  Program Model Location Deployed To Cost  Notes
& Holly Graham - Thursday Indefinite  mike@reftab.com -

1/27/2022 12:42 pm

Return
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When you’re returning an accessory from a user, there’s multiple places to do this within
Reftab. One of the easiest places is by clicking “Loanees”, searching for the user and
clicking the “Accessories” tab and clicking “Actions” > “Return All”

. Main Account ~
Assets  Locations Kits Accessories  Licenses Loans Reservations Loanees Maintenance Reports

Q
Keywore 4 | search. Search  Create New v~ % You are logged into: MaijjMkccount Q= AssetCategories  # Settings @

CURRENT LOANS: HOLLY GRAHAM
Holly Graham O O 2 O

Title: Employee

Email: mike@reftab.com Assets Kits Accessories Licenses
ID: NYRT45

Role: Loanee

Assets Kits Accessories’ Licenses Loan History Custody Verifications
Select Fields to Display
Display Checked Out By ® | Event Name ® Program Model ® | Cost &
Quantity Item Checked Out By Due Date Location Event Name Program Model Cost
1 ITS - Keyboards mike@reftab.com Indefinite Global Actions

% 1 Lenovo Laptop Chargers mike@reftab.com Indefinite LA Office > Actions
P = Retum Al

You can also find the accessory in the mobile app and tap, “Check In”. You will be

prompted to select the user who is returning the accessory and select how many they
are returning (note that you can scan the accessory barcode, to pull it up quickly on
screen).

P — Check In
& Back Accessory Edit = & Back Lenovo Laptop Char
nlf»novo Laptop Chargers Lenovo Laptop Chargers
) ) Holly Graham
\ Check Out ‘ ‘ Check In [ ] m(k;ggftab,com

Clear Loanee

Return Quantity
Currently has: 1

© Add

- Remove

In Stock Used otal heck | A i
1¢ se Tota Check In ccessories

B Location
17: LA Office

S mi 9 @ & i S i O W@ &£ &
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Transferring Accessories Between Locations

If you are sending items from one location to another, you should log this at the
accessory level within Reftab. Click into your accessory and click, “Transfer to
Location”.

Lenovo Laptop Chargers 24 25
Available Total Qty.
LA Office Vendor:
B Order Number: ¢ (R0
Purchase Date:

Q Upload Attachment
@ View Lenovo Laptop Chargers Attachments

By doing so, you are able to see where things are, how many are there and when they
were sent. This ensures that you don’t over spend by purchasing new equipment when
you may have some available at other locations.

On the window that appears, select the location you're moving the accessory to and
input how many you're transferring and click “Submit Transfer”

Transfer Lenovo Laptop Chargers to Location

© About Transfers
You can move some or all Lenovo Laptop Chargers to other locations. For example, if you wanted to move half of
your Lenovo Laptop Chargers from *LA Office” to another location, you would do so here.

From: LA Office To: New York North Quantity

LA Office New York North ‘ 10

Available: 24 Available: 0

m \ v Submit Transfer

When you next click into your accessory, you'll have a tab, “Historical Activity” which
will show you when, by whom and what was done on the accessory.
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ACCESSORY (GLOBAL ACCESSORY)

Lenovo Laptop Chargers 0 0

Available Total Qty.

Global Accessory Vendor: m
Order Number:

Purchase Date:

Notes: = Transfer to Location

Barcode ID: ABC123

Q Upload Attachment
@ View Lenovo Laptop Chargers Attachments

Current Loans

& Loans @ Locations © Historical Activity 4—

Show Transfers Only

Field Changed / Action Taken Quantity Location old Value New Value Time User

Transfer ‘_ 10 LA Office from LA Office to New York North 1/27/2022 12:51 pm Main Account
Image LA Office 88337 1/27/2022 12:38 pm Main Account
Created LA Office 1/27/2022 12:38 pm Main Account

When viewing the accessories, click “Show Nested Accessories” and Reftab will
expand to show accessories broken out by location:

& ACCESSORIES Custom Transactions Custom Fields & Import Accessories & Print Barcodes © Add Accessory

Bulk Actions Shirt Size ® | Category @ Accessory Count: 54
@ show Nested Locations *\
1 Goto 1 Total 54
Min.
Title + Available Quantity Location ¢ Vendor & Shirt Size ¢ Category ¢ Notes © Portal Accessory
(] Construction 20 5 @ Global Amazon M Construction Consumables are  qumt
not tracked by loan Actions v
O o Ao/0 0 @ Global Amazon - et
ctions v
*~  mcrT-0183
o CT-HDMI Cables D) 11 ) Philadelphia West ~ Amazon = Actions
*~  mCrT-0183
O — CT-HDMiCables XD A2 3 LA Office Amazon T department Actions
*~  @crT-0183
n CT-iPad Charaer EETTITE 2/9 ) LA Office Amazon IT department Only used at the -

(Show nested option is available on mobile app too)
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Consumables

Consumables are items that are used and never returned to stock. Use consumables
when all you need to do is track current quantities and view historical transactions.

1) Log into your Reftab account: www.reftab.com/login
2) Click “Accessories” > “Add Accessory”

Main Account ~

= Assets  Locations Kits Accessories Licenses Loans Reservations Loanees Maintenance Reports

.
Keyword 4 | Search... Ssearch  Create New v~ % You are logged into: Main Account O = Asset Categories  # Settings @
& ACCESSORIES Custom Fields & Import Accessories & Print Barcodes © Add Accessory
Bulk Actions v Accesson y Count: 38
Show Nested Locations 2
1 Goto 1 Total 21
Total Min.
Title $ Type$ Available Quantity Quantity Location$ Vendor ¢ Notes @ Portal Accessory

3) Select, “Consumable”
3a) Then, give the consumable a title.

3b) Set a current quantity (this is the amount you have in stock at time of creating this
consumable).

3b) Set a minimum quantity amount (when your current quantity gets to this number,
Reftab will send an email alert).
3c) Provide an email address for the low quantity alerts.

Type of Accessory and Current Quantity: O Types:
Accessories: Accessories are loaned and returned. They

Type _> Consumable e can also be attached to assets.

Consumables: Consumables are used and never returned.

Title _> Printer Ink (Tri Color) Loanees can be associated with their use.
Total Current QuayH 6

Must change quantity via transactions.

Minimum QuamilmF’ 1

Automatic email sent when available
quantity reaches minimum quantity.

Email Address For Abd-—' alerts@company.com

Email address to send low quantity
alert

Where can this be used? @ Location Availability:
Assign to location: When assigned to a location, items can
Available at all locations? only be used at that location. They can not be transferred to
Will be visible to all locations and any of the 6 can be transferred to other locations. other locations

Global: Glohal acnessories mav he tised at anv Incation

3d) Provide a barcode.
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Where can this be used? @ Location Availability:
Assign to location: When assigned to a loc:

Available at all locations? only be used at that location. They can not b
Will be visible to all locations and any of the 6 can be transferred to other locations. other locations.
. Global: Global accessories may be used at |
Choose a location for these v
) and transferred to / from any location.
items
Display in Request Portal?

Will be available for reservations in the user portal.

Additional Information: © Addtional Fields:
You can store any additional information in custom fi

Order Numb
rder Number Modify Custom Fields

Purchase Date B
Vendor

Barcode ID USNA-2101|

Barcodes used for scan check out

4) Click “Save Consumable” when done:

EDIT CONSUMABLE: PRINTER INK (TRI COLOR) B Save consumable

Type of Accessory and Current Quantity: O Types:

Accessories: Accessories are loaned and retumed. They
Type Consumable & can also be attached to assets.

Consumables: Consumables are used and never returned.
Title Printer Ink (Tri Color) Loanees can be associated with their use.

After Saved, you can click the “Print Barcodes” button to print the barcode of the
consumable. You can then scan the barcode using the Reftab mobile app.

printer Bulk Actions Accessory Count: 38

Show Nested Locations

Click here to

1 Go te 1 N Total 2
o print barcodes o

Total Min.
Title Type s Available Quantity Quantity Location$ Vendor ¢ Notes @ Portal Accessory
m] Printer Ink (Tri [consumable ] 6 1 Q@ Global -

Color) Actions
82 USNA-2101
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Custom Consumable Transactions

You can add your own transactions to consumables. Click “Accessories” > “Custom
Transactions”

Kits Accessories Licenses Loans Reservations Loanees Maintenance Reports

Ll
Search... Searc| Create New v % You are logged into: Main Account 0N = AssetC:

Custom Transactions Custom Fields & Import Accessories & Print Barcod

Bulk Actions v Shirt Size ® Category &

ations

Click “Add New Transaction Type” and you’ll be able to provide a name and set a
transaction type: “Add”, “Subtract”, “Set (sets to provided quantity)”

Transaction Types *Add - When performing an “add” you are
adding to your current quantity.
Built-in Types *Subtract - When performing a “subtract”
[8 pucasosiek ] [8 ves L you are taking away from your current
quantity.

Return to Vendor

*Set - When performing a “set” you are
resetting your current quantity.

Custom Types

Name Type @

Donated subtract
Broken subtract

Set stock 5/

Add New Transaction Type

Close
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Licenses

When you need to track the licenses your organization purchases, renewal / expiration
dates and seat usage, you can do so within the Licenses page.

Main Account ~

= Assets  Locations Kits Accessories  Licenses  Loans  Reservations Loanees Maintenance Reports

Q
Keyword $ | Search. Search  Create NeY v % You are logged into: Main Account 0 = Asset Categories & Settings @

LICENSES Custom Fields & Import Licenses © Add License

Bulk Actions /énse Count: §

Available Total

License Title » Seats Seats Min. Seats Vendor Location Product Key Licensed To Expiration Date © Portal License
0 Q Adobe Creative 0 75 10 Adobe ACC-371834828  Reftab LLC 8/27/2022 - Actions
Q) ciow
O @ Excel 2021 9 9 Amc — Actions v
O ° FinalCut Pro 0 a4 1 Apple New York North ABCDEFGHI Reftab LLC 8/17/2022 b)) Actions
[m} o Microsoft Office 42 75 10 Microsoft ABC-37-HD-208- Reftab LLC 8/18/2022 - Actions
2019 DH-38V001
0 Q Zoom Accounts 6 10 2 New York North - Actions
zoom  Non renewing licenses

To create a new license, click “Add License”. You will set the license name and
optionally, provide the number of seats purchased, minimum seat count, licensed to
email, expiration date and exp. notification days. Click “Save License” when done.

Edit License

License Title Vendor Licensed To Order Number
Zoom Accounts = Zoom

Seats Purchased Product Key Purchase Date Expiration Date

o = 12/29/2021 = 12/29/2022 B
Min. Seats Licensed To Email Purchase Cost Exp. NO“W
2 ‘—— info@reftab.com ‘— $100 30 v

Automatic email sent when available licenses reaches min. seat Email address to send low seat count alert & expiration notice Days prior to expiration to send email alert.
count.

AAAAAA

Click the “Check Out” button to assign a license seat to a user or attach to an asset. As
you do, the number
of available seats
o Zoom Accounts _6 mjim\-} will reflect how many
zoom e e are unassigned. You
can view the Loan
Table to see how
licenses are being
used:

Current Loans

Assets with Zoom Accounts: 1 oanees with Zoom Accounts: 3

Loaned / Attached To AssetID  AssetLoan Status AssetChecked OutTo Out Date Event Name Program Model Location Deployed To Cost Notes

& Amber Alert

Ind
9/21/20214:49 pm

& Amber Alert - - - Wednesday Indefinite mike@reftab.com
11/10/20212:22 pm

B2 Chromebook cT-000988 (COITIY Monday - mike@reftab.com
201612021 Ret
& Timmy Smith - - - Tuesday Indefinite mike@reftab.com

7/27/20219:24 am

Return
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Expiring License Alerts

Note that when editing a license, there are fields for “Expiration Date” and a field for
“Ex. Notification Days”. You can set how many days in advance you’d like to be

o =3

Edit License
License Title Vendor Licensed To Order Number
Zoom Accounts| Zoom
Seats Purchased Product Key Purchase Date Expiration Date
10 12/29/2021 ] 12/29/2022 ]
Min. Seats Licensed To Email Purchase Cost Exp. Notification Days
info@reftab.com $100 30 v

mail sent when available licenses reaches min. seat Email address to send low seat count alert & expiration notice prior to expiration to send email alert

count.

notified before the license expires:

The email address set in the “Licensed to Email” will receive the email alerts.
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Edit Status Labels:

Status labels are applied to assets to indicate their current status. For example, “Needs
Repair”, “Working Condition”, “Out of Warranty”.

1) Log into your Reftab account: www.reftab.com/login
2) Click “Settings” > “Status Labels” and “edit” any status label.

o
Keyword $ | search, Search  Create New ~ % You are logged into: Main Account 0O = Asset Categories & Settings @
CONTROL PANEL STATUS LABELS © New Status Label

© Access Roles Display update info 1 3
& APl Keys Name Assets Color Loan Archive /
— Archived 13 ° x v
& Email Settings / Logs eeds fepelr ¢ * *
& Import / Export Data Needs maging ° * *
% Integrati IT Use Only (Restricted Loan) 7 ° x x m
ntegrations

© Job Scheduler Creative Department Use 5 ° v x
 Manage Attachments Exceeded Repair Limit 0 [} v x
& SAML Settings E—— Finance Department 2 v x
U Security Sold 5 ° x v m
] Settings / 2 In Stock 179 [ v x

| ® Status Labels Working Condition 17 [} v x
38 Sub Accounts Working Condition - Out of Warranty 4 v x

Note: There are two status label options that affect assets:

1) Allow Loan
1) If set to “No” the asset cannot be loaned / assigned to anyone.
2) Archived Label
1) If set to “Yes” the asset will no longer be visible in the asset table of Reftab. It will
however, display in reports.

o

Sold /

Status Label Name Sold

Label Color IE]
Allow Loan? _> No v

Assets with this label are restricted from being checked out to users.

Archived Label? _> Yes v

Assets with this label will only be visible under the Archived view.
They will no longer be visible under their respective category.
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Add / Remove Loanees and
Users:

Loanees are borrowers of equipment and have no login rights to Reftab. Users can
borrow equipment and login to Reftab to request equipment or administer the system
and so on.

1) Log into your Reftab account: www.reftab.com/login
2) Click “Loanees” > “Add Loanee”

Main Account ~

= Assets  Locations Kits Accessories  Licenses Loans  Reservations Loanees Maintenance Reports

Q
Keyword ¢  Search. search  Create New v~ % You are logged into: Maig/Account Q= Asset Categories & Settings @
Bulk Actions 1 3»] 6
2 Loanees
Pending
Loan
Image Name ¢ Items Verifications Employee Id Title s
(] Zap At 12:15:16 PM (] (] “ i}
(@] Zao At 12:15:26 PM o 0 “ o]

You can add details about the user such as their name, email address and so on..

If you wish to create a loanee (i.e. someone with no login access to Reftab but can still
borrow equipment), save them with the access role of “Loanee (no login)”. Otherwise,
choose another Access Role such as “Administrator" if you’re creating an account for
someone who needs to log into Reftab and help create assets, manage equipment,
create maintenance requests and so on...

Title Student
Employee ID
Access Role Loanee (no login)

Administrator
Custom Fields

Editor
Class Year

Viewer
Location Loanee (no login) ‘—
Department Disabled

Access to New York Location Only

Contact Phone No R
Access to Supply Locations only

Trained in
Wrenches

OSHA 30 Training
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Removing Loanees

Loanees can be removed from loanees page by clicking red trash can icon.

Bulk Actions 3W 2
Loanees
Pending
Loan
Image Name ¢ Items Verifications Employee Id Title$
Aaron Ottix 3 0 New Student “
aaron@reftab.com

NOTE: Deleting a loanee will remove their name from loan history records. If you need
to keep this data for historical purposes, disable the user instead.

Converting Loanees To User Accounts

To convert a loanee to a user, the loanee must have an email address. Start by clicking,
“Edit” on the loanee and click “Convert to User Account”

Edit Loanee D

Zack Leet Then, choose the access

Email o ——— role for the user and click
“Save Sub Account” at

Emelovee the bottom.

Employee ID NYRT33

Image 0 .

Convert to User Convert to User Account /

Account It a user already exists with same email, zack.lee@reftab.com, the two will be merged together.

Employee ID NYRT33

. . .

e Q @ The user will receive an

vee—— | email address to set their

N E— password and login.

Administrator ‘—/

Custom Fields Editor

Class Year
Viewer

User Location Loanee (no login)
Disabled

Department

Access to New York Location Only

Contact Phone No
Access to Supply Locations only

Trained in

Disabling User Accounts and Loanees

Disabling a user account means the user will not be able to login and they will longer be
visible in the list of loanees when checking out equipment. (If you have a Loanee that
you wish to disable, first convert them to a user account) Set their role to “Disabled”.
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Employee ID NYRT33

Image 0 )

Access Role ‘ disabled
b __J

Access Role Lock

Custom Fields

Class Year

User Location

Department

Contact Phone No

Trained in
Wrenches

OSHA 30 Training

Current Truck
Milage

Supervisor

[® Transfer/Merge User [®) Save Sub Account

Disabled users will still appear in your list of loanees,

drop-down list when checking out items.

Zack Leel

0 0 NYRT33 Employee
zack lee@reftab.com

Deleting User Accounts

they will no longer appear in the

® [@ Disabled User

Users need to be removed from the settings page: “Settings” > “Sub Accounts”. This

can only be done by administrators.

Keyword 4  Search... Search  Create New ~ % You are logged into: Main Account

@ Access Roles
Q Bulk Actions v

& API Keys

Sub Account v Access Role 3
B3 Billing
9 @] John Okta

Sst@reftab.com

Administrator

% Email Settings / Logs

@] A John Okta

S disabled
& Import / Export Data St@reftab.com
Inte ti
% Integrations O gm  Adam Zapple Jr. editor
L adam@reftab.com
@ Job Scheduler €Uy
@] Amanda s .
editor
® Manage Attachments amanda@domain.com
it SAML Settings Enabled i i X
(@] Michael Caslowitz (gmail) New York - Portal Ac
mcaslowitz@gmail.com
U Security
Wilma Mumduya iy
. dit
4 Settings 2 mike+31@reftab.com edter

@]
W Status Labels
=] Al Toesacks loanee
mike+4@reftab.com
0

% Sub Accounts -
AT Main Account

Q
O = Asset Categories

% Settings @

© Add Sub Account

Go to Access Roles Page

& Import Sub Account-

© Access Role
Lock Status

- Activated @ Py n
Edit Disable

F— Activated - (Disabled) m

- Activated @ o u
Edit Disable

[__¢ Activated @ ) u
Edit Disable

> _J Activated @ ) n
Edit Disable

- Activated @ ) n
Edit Disable

- Activated @ ) n
Edit Disable

Activated
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Edit Locations
Locations:

Locations group assets by where they physically are. Locations can include locations

within them called, "Sub locations”.

and Sub

1) Log into your Reftab account: www.reftab.com/login

2) Click “Locations” > “Edit Location”

n Assets  Locations Kits Accessories  Licenses Loans Reservations Loanees Maintenance Reports

Keyword ¢ | Seard) Search  Create New v
0 0 1 ull
Locations
ASSETS DUE TODAY RESERVATIONS TODAY 15
Q LOCATIONS
Filter Locations...

LA Office
Sub Locations: 4 Address: 43 Berry St. New Haven Main
Assets: 771 cT Contact:
Licenses 0 Phone:  (623) 620-5555 Email
A Accessories: 7 Notes: Satellite office

% You are logged into: Main Account jat

= Asset Categories Setting

Assets Loans Sub Accounts
2,093 /1,000,000 189 9/10
82 RECENT SCANS
2 ¥ Show Calendar B Jul 19 at 3:35 pm
\ 5 MacBook Pro

John Smith (£ Edit Location Location: Supply Warehouse

Scanned by: mike@reftab.com

john.smith@reftab.com Returned by: Arty Ficial

@ sub
Locations
STATUS: ASSET #

in 6207367166

To edit sub locations: “Locations” > “Sub Locations”

Q LOCATIONS

Filter Locations...

LA Office

Sub Locations: 4 Address: 43 Berry St. New Haven
Assets: 771 CT

Licenses: 0 Phone:  (623) 620-5555

7 Notes:  Satellite office

A Accessories:

© Add Location

{4 Show Calendar

Main John Smith (£ Edit Location
Contact:
Email: john.smith@reftab.com

[E Sub

1 q Locations
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Adding / Editing Categories:

Categories group assets by similar type. For example: “Laptops”, “Desks”, “Monitors”,
“Drills”, etc..

1) Log into your Reftab account: www.reftab.com/login
2) Click “Asset Categories” > “New Category”
3) Give the category a name.

Keyword 4 | search.. ¢ Create New % You are logged into: Main Account Q. = Asset Categories  # Settings @
1
2
ALL CATEGORIES EDIT CATEGORY A Unsaved changes! [}
© New Category
| —Sategoﬁy Name |

Filter Categories
AC Units

AVAILABLE FIELDS: DRAG FIELDS TO THIS SIDE
Barometers

Filter Fields

i >

Boiler RAM S -

4) Drag fields from the “Available Fields” side to the right column. For example, in the
screenshot below, a category called “Student Chromebooks” is being created. Each
student Chromebook should be saved with information about the Hard Drive, RAM,
Date Purchased and OEM Warranty End Date.

EDIT CATEGORY Save Category

Student Chromebooks
AVAILABLE FIELDS: STUDENT CHROMEBOOKS FIELDS
Filter Fields © Hard Drive

9
Vendor (V] rs @ RAM
Model (V] © Date Purchased
Graphics (V] © OEM Warranty End Date
Operating System (V]
Warranty Expires o \ . i
Drag fields Drag fields to here

License Key (V] from here
Airway Equipment o

5) Click “Save Category” when done.
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Adding new fields:

1) From the Categories page, click “New Field”.

AVAILABLE FIELDS:

Filter Fields

Vendor

MaAdal

Student Chromebooks

4/

Edit @

STUDENT CHROMEBOOKS FIELDS

© Hard Drive

© RAM

M Nata Durrhacad

2) Next, give the field a name and set a field type. For example, if you wanted to capture
the screen size of each student Chromebook, you can add a field with the type of “Pre-
populated” list and provide set values such as “13.3-Inch” and “15.6-Inch”.

3) Click “Save Field” when done.

NEW FIELD

Field Name:

Screen Size 4_-_

Required Field

Field Type:

Pre-Populated List &-—
13.3-inch,15.6-inch| 4__

Save Field

Student Chromebooks
STUDENT CHROMEBOOKS FIELDS

z

© Hard Drive

© RAM

© Date Purchased

© OEM Warranty End Date

4) Next, click & drag the field to the right column
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EDIT CATEGORY

AVAILABLE FIELDS:

Filter Fields

Vendor

Model

Graphics

Operating System

Warranty Expires

License Key

Airway Equipment

5) Click “Save Category”.

A Unsaved changes! n [® Save Category

Student Chromebooks
STUDENT CHROMEBOOKS FIELDS
@ Hard Drive
9
o € @ RAM
o © Date Purchased
o © OEM Warranty End Date
o
® ! .
'\Drag fields Drag fields to here

° from here
°

Now, whenever someone adds (or edits) an asset to the Student Chromebooks
category, they will be able to add data to each of the fields saved:

Create New Asset: Student Chromebooks

Asset Title HP Chromebook
Asset ID
Next generated asset ID: 0833355005749
Category Student Chromebooks / v © Add Category
Asset Location LA Office v © Add Location
Asset Notes
z

Default Loan 8
Period (In
Hours)
Status Label v © Add Status Label
Hard Drive Screen-Size RAM

500GB 15.6-inch v 16GB v
Date Purchased OEM Warranty End Date

07/16/2019 = 07/08/2022 =

Save Asset

© Add New Field
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To remove a field, simply drag the field from the right column to the left and click “Save
Category”

EDIT CATEGORY n Clone Category Save Category

Student Chromebooks

AVAILABLE FIELDS: © New Field STUDENT CHROMEBOOKS FIELDS
Filter Fields © Hard Drive
9
Vendor V] € © Screen-Size
Model (V] © RAM
Graphics [V] @ Date Purchased
Operating System (V] © OEM Warranty End Date

Warranty Expires

o
Drag to left column
License Key o to remove

Adding Custom Fields when
checking out

Custom fields can be added when checking out and reserving items, these can be used
to capture addition data.

1) Log into your Reftab account: www.reftab.com/login
2) Click on “Settings” > “Loan Options” > “Manage Custom Loan Fields”.

s o]

Step 1
SETTINGS
Personal Tour Date & Time Loan Options
Og. |II|I @
Request Portal General Asset Depreciation Unit Cost Tracking

Display Public Request Forms Maintenance Form Designer Step 2 Support Desk Ticketing
Delete Account Change Account Email
To permanently delete your account, start by clicking the button below. You will need to complete a To change your account email, click the button below. You will supply a new email address. The new
confirmation step to confirm your action. email address will replace the email address you are currently using. Any instance where your email

is used such as, loan history, asset comments, etc will be replaced with the new one.

Delete Account
Change Account Email
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0
0 WAudits = Asset Categories #f Settings @

SETTINGS  Go Back @ Save system-wide Settings
Loan Settings
Configure system-wide options for e-signatures, loan rights, custom fields, alerts and more... Step 3

Custom Loan Fields Manage Custom Loan Fields
Create custom fields to capture additional data when checking out and reserving

items.

Reservation Time Blocks Manage Reservation Time Blocks

Create pre-set, blocks of time for users to reserve assets.

3) Here you can edit existing custom fields, or create new fields.
4) To create a custom field, click on “Add Field”.

Customize Loan Fields E]

Custom loan fields allows you to change what information you want to collect during every loan.

Field Name Field Type

Loaned Location menu m
Estimated Shipment date m
Secondary contact email email m
General Text text m

5) Name your field as you would like it to display when checking out or reserving an
item for a loanee.

6) Set the Field Type to any of the permitted values. For example, if you wanted a field
that collects the loanee’s contact number, you would set the Field Name to “Contact
Number’ and the Field Type to “Text”.

7) Additionally, you can mark this field as required so that the information must be
captured before the item can be checked out/reserved.

8) Once you have filled out the required information, click “Save Field”. See the image
on the next page.
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Customize Loan Fields

Custom loan fields allows you to change what information you want to collect during every loan.

Field Name Field Type

Loaned Location menu
Estimated Shipment date

Secondary contact email email

General TeXIStep 2 text Step 3

I Save Field n

Text
Date

Pre-Populated List

Email

Monetary

Add Automated Workflows

Reftab can perform actions based upon triggers and conditions. For example, if a new
asset is created and the purchase price is greater than $500, make the vendor field
required.

Log into your account and click “Settings” > “Workflow Automation”. Click “New
Workflow”.

Add a workflow like seen in the image below:

Trigger: Create New Asset
Conditions:

Asset Price greater than $500
Asset Vendor equals *leave blank*



27 of 44

Keyword % | Search... Search  Create New v~ % You are logged into: Main Account

CONTROL PANEL WORKFLOW AUTOMATION

@ Access Roles Show Descriptions

& API Keys Workflow Trigger
Check for expired warranty Automated Schedule
B3 Billing
repair shop Checkout Item
% Email Settings / Logs
Zapier Asset to Google Sheet Create New Asset
& Import / Export Data
Zap new loan Checkout Item
# Integrations Zap Update Asset Update Asset
@ Job Scheduler Overdue Reminder Automated Schedule
QN Manage Attachments Scan barcode move to diff location Scan Asset Barcode
& SAML Settings Enabled Image machine Return Item
N $500 or more - vendor required Create New Asset
U Security
& Settings
W Status Labels
&8 Sub Accounts 2
A Tenants

| & Workflow Automation

Actions:

Display a message “Assets over $500 require a vendor”
Reject workflow trigger.

© Access Roles

$500 or more - vendor required

Q@ API Keys
Workflow Name $500 or more - vendor required
B3 Billing
Enable / Disable Snebled
& Email Settings / Logs
& Import / Export Data Workflow Trigger © _> Create New Asset
Integration:
‘ Staions Description Describe what this workflow does

© Job Scheduler

Q4 Manage Attachments
: Workflow Conditions (All conditions must be met)

o SAML Settings Enabled
When creating a new asset, if

Qo Asset Categories £ Settings @
1

© About Workflow Automation © New Workflow

Status

Enabled ) Clone
Enabled [ Clone
Enabled [ Clone
Enabled [ Clone
Enabled ) Clone
Enabled [ Clone
Disabled [ Clone
Enabled [ Clone
Enabled

S
g
© =P

0 Security —p Asset v Price (Excl. VA! v greaterthan v $500.00 .
02 Settings —’ Asset v Vendor v equals v x
W Status Labels
& Sub Accounts

Workflow Actions (Actions occur in order)
# Tenants

R x

¥ Workflow Automation _> Display a Message v Asset over $500 - Vendor is required

+ v X

' Reject Workflow Trigger
[«

$500 OR MORE - VENDOR REQUIRED

$500 or more - vendor required

Workflow Name $500 or more - vendor required

Enable / Disable Enabled

Save Workflow
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Click, “Save Workflow”

As an example, this screen shows what a user will see when they add a new asset and
have a value over $500 for the purchase cost and vendor field is left blank:
(See screenshot on next page)

° Error X
Notice cannot update asset, denied by
workflow

Asset over $500 - Vendor is required
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Performing Transactions on
Consumables

When using consumable items such as clothing, printer ink, etc, you will update the
current quantity by performing “transactions”. A transaction can be “used”, “found”,

“purchased”, “lost”, “scrapping”.

By scanning a barcode of a consumable with the
Reftab mobile app, you can pull up the consumable on
€ Back  Consumable screen and then tap “Add Transaction”.

Construction Vests
m

‘ Add Transaction

Current Quantity

31

Location
Global

Notes
Consumables are not tracked by loan

On Order Quantity

[ ,:
W, Q@ @ & f
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Next, choose a transaction type such as, “used” if you’re using a consumable.

Then tap, “Add” and set the amount that you’re using.

(_ Back Consumable
Construction Vests . y . 3
Next, if you’d like to attach a loanee’s name to the
Select Transaction: ~ Used transaction, select a loanee.
1 ([Remove- | [ agd+ | Add any optional notes.

Loanee

Optionally Assign Then, tap “Submit Transaction”.

Your current quantity will adjust accordingly.

Submit Transaction

& i 9 @ & g

This process can also be done on the desktop site by clicking into the consumable and
clicking “Add Transaction”.

- . 5 . ) . ) Main Account ~
Assets  Locations Kits Accessories  Licenses Loans  Reservations Loanees Maintenance Reports

.
Keyword 4 | search.. search M%eate New v % You are logged into: Main Account O = Asset Categories  #f Settings @

CONSUMABLE (GLOBAL ACCESSORY)

Construction Vests 30

Current Qty. + Add Transaction

Global Accessory Vendor: Amazon
Notes:
Consumables are
not tracked by loan

Barcode ID: co

Details
On Order Quantity:

Y Upload Attachment
@ View Construction Vests Attachments
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Running Reports

Reports can be run by users on the Reports page.

1) Log into your Reftab account: www.reftab.com/login

2) Click “Reports” > “New Report”.

-~ . . . . . . Main Account ~
Assets  Locations Kits. Accessories Licenses Loans Reservations Loanees Maintenance Reports
Keyword | Search.., search  Create New v~ % You are logged into: Main Account D. = Asset Categories  # Settings @
1 o ]
2

© New Report

All assets

Assets at New York West REPORT DESIGN

4) Next, give the report a name and select the fields you’d like to see in the report’s
results:

o o

All assets

All assets /

select Fielas toDisplay ~ Select fields you’d like to see in report results

/

B Checkall
Airway Equipment Field Name Il Product Key
Application List Funding Source Purchase Cost
Assigned Geolocation RAM
Bay Number Grade Repair Cost
Bin Number Graphics Return Date
Body Cam Color Hard Drive Room Number
Brand ID/GROSE Number Salvage Price
Branding IP Address Screen Size
Chrombook Model ISBN No. Screen-Size

5) In the “Report Design” section, choose Show: “Assets” and click “Run Report”

REPORT DESIGN

Show: _> Assets v

Add Row \
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RESULTS

ormation Show Comments

@ Chart Builder # Shrink View » Run Report

[@ Excel @mesv 8 Print Found: 2,092
1 2 3 4 5 6 84 >

Asset # Title Notes Location Category Loan Status Loanee Asset St:
New 13-inch model with
faster performance and
a new Magic Keyboard.
Buy now. 2x the storage

0000001 MacBook Pro (2018) capacity. Upto 32 GBm LA Office Macbook Pros out Jim Nasium Working (

emory. Touch Bar and T
ouch ID. 13-inch Retina

6) Report results will display below and you can export the results to Excel, CSV or print

PDF:

Chart Builder

You can create charts and graphs by clicking “Chart Builder” after a report runs and

Choose from available
types of charts

Table Row Heatmap v

Choose an optional calculation
Sum vt e
Purchase Cost v

Location ~

~

Drag to here
for row

displays results.

Application List ~ Asset # ~
Date Purchased ~ Due Date ~
Loan Status ~ Loanee ~

Location Phone ~

Room Number ~

This Year Depreciation Amnt ~

Years Elapsed Since Purchase Date ~

Model ~

Salvage Price v

Drag to here __>

for column

Location
A432

Finance Dept

HR Dept

IT Support

LA Office

New York West

Non renewing licenses
P123

Philadelphia West
Sales Dept

Sold

Supply Warehouse

Totals

0.00
2,435.82
7,316.66

0.00

127,367.31
0.00
7,412.70
0.00
4,936.19
5,851.26

13,862.54

Asset Status Label ~
Graphics ~
Loanee Email v

Notes ~

Title ~

Category ~ Checked Out Date ~ Comments ~ Current Asset Value ~

Hard Drive ~ Last Scan Date ~ License Key ~ Lifespan ~ Lifetime Loan Count ~

Location # ~ Location Address v Location Email Contact v Location Main Contact v

Operating System v Processor v Purchase Cost v RAM ~ Returned Date ~

Screen Size v Serial Number ~ Software or Hardware or Consulting v

Vendor ~ Warranty Expires ~ Yearly Depreciation Amnt ~

cid v loan_period ~ Drag from here

S Result

From here you can drag-and-drop fields and select from available calculations to build a

chart:
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Reports with depreciation

When building a report that shows deprecation, you need to select the asset fields that
are used to calculate depreciation. (your Reftab administrator will be able to let you
know which fields these are)

B Checkall
Airway Equipment
Application List
Assigned
Bay Number
Bin Number
Body Cam Color
Brand
Branding
Chrombook Model
Chromebook Type
Color
Condition
Condition Of Laptop
Current Form
DTC Installed
Damage Repair Cost
Date Last Driven

Date Last Service Check

_>

Date Purchased‘\~

Date Warranty Expires (excl.

Date of Activation

Date of Deactivation

Date of Last Inventory Check

Date of last Maintenance

Field Name Il
Funding Source
Geolocation
Grade
Graphics

Hard Drive
ID/GROSE Number
IP Address
ISBN No.
Insurance

Jaw Opening
Keyboard
Kilometers In
Kilometers Out
Last Audit Date
Length

License Key
Lifespan

Model

Model Number
Modem Serial Number
Name

Network

New Field

_>

Product Key

Purchase Cost

RAM

Repair Cost

Return Date

Room Number

Salvage Price

Screen Size
Screen-Size

Serial Number

Service Phone Number
Shelving

Software or Hardware or Consulting
Start Date

Station ID or Name
Support Phone Number
T

Termination Date

Title

Total Amount

Tracking No

Type

User-Name

VLAN Name

After you select the appropriate deprecation fields, you can click “Run Report”.

REPORT DESIGN

Date to calculate
depreciation to:

Show:

RESULTS

05/26/2022

Assets

" Expand View

» Run Report
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The results will include columns for deprecation:

Show Location Information Show Comments
[ Excel @esv & Print Found: 2,092
Count Current Asset Value Yearly Depreciation A Years Elapsed Since P This Year Depreciation
Date Purchased Lifespan Purchase Cost
mnt urchase Date Amnt

$333.33 $166.67 1 $166.67 11/5/2020 0:00 am 3 $500.00
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Check in / Check out Assets by
Scanning:

1) Download the Reftab mobile app from the app store (Google Play or Apple)
2) Log in with your email address and password

3)Tap “Scan” and camera will open

4) Point camera towards barcode or qr-code

Look Up

s Main Account

Scan

Search Mode Barcode Keyword

S i 9 @ & & MacBook Pro
m ID: 6207367166
& Supply W
@ Working Condition

Check Out Reserve

5) The asset will appear on screen.

6) Tap “Check Out”

7) On the next page, you will select a return date
And add any notes and tap “Check Out”

@ Take Picture

Category: Macbook Pros
Licenses: 0
Accessories: 0

S 9 @ &
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How to check in assets (mobile app)

1) Go to the Scan page

2) Tap, “Check In”

Scan

3) Then, tap the “Scan In” button. Camera will
open.

Check In

Scan asset tags to quickly return items.

RIS SRS 4) Point camera towards barcode / gr-code and

_ item will Immedlately be checked back into stock.
ScanIn
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See Who Has What ltems And
For How Long

1) Log into your Reftab account: www.reftab.com/login
2) Click “Loans”

To view date of check out select “Display Check Out Dates”.

Main Account ~

. Assets  Locations Kits Accessories  Licenses Loans Reservations Loanees Maintenance Reports

o
Keyword % | search... Search  Creatg e % You are logged into: Main Account 0 = Asset Categories  # Settings @
® Scan Out G Scan In < Loans f#) Reservations
£ ALL CURRENT LOANS Bulk Change Due
- - )
1% 50% 9% 9% a7 0 44
Total Items Out Due Today Overdue

127 Accessories Out 17 Licenses Out

29 Assets Out

Show Indefinite

Display Check Out Dates @

A~

Attached
Loanee $ Item Title $ Items Category $ Checked Out Due Date v Location
- CIiff Hanger MacBook Pro © view Macbook Pros  Monday Thursday New York West Actions ~
(Q All Cliff Hanger's Loans) 8 7/5/202110:45 am  8/5/202110:30 am
O ot Timmy Smith Macbook Pro Chargers Accessory Tuesday Monday New York West Actions v
N (Q All Timmy Smith's Loans) 7/20/2021 2:56 7/26/2021 9:30
pm am
0 ‘ Main Account Canon Camera Case Camera Cases  Monday Thursday New York West Actions ~
(Q All Main Account's Loans) 82 6087367166 © View 7/19/202111:43 7/22/202110:00
am am
L (] »— FayeDaway CT-HDMI Cables Accessory Monday A Wednesday LA Office Actions
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Automating Overdue/Return
Emails with Job Scheduler

By default, Reftab will send 1 (one) overdue email reminder to the email address of the
person who has the item within 24 hours of the item being overdue.

Automate the sending of additional emails

1) Log into your Reftab account: www.reftab.com/login as an administrator.
2) Click “Settings” > “Job Scheduler” > “New Scheduled Job” then click on “Send
Overdue Loan Email”

Keyword 4 | search Create New v ;Wms‘ & Settings )
Step 1
CONTROL PANEL SCHEDULED JOBS © About Job Scheduler © New Scheduled Job

@ Access Roles

Name Type Status Frequency Date / Time
Items Checked out Today (DEV testers) € Report daily 4PM.
= Agent =]
Single asset @ Report monthly Every 21st of the month at 4 P.\ m
& API Keys
Calibration Status Update (workflow) workflow weekly Every Saturday at 8 P.M Edit from workflows
@ Attachments Maint Remind Maint Reminder Email 1 hours bef
Maintenance Reminder  Maintenance Reminder Emai hours before
Step 3 (=]
B3 Billing

% Email Settings / Logs
& Import / Export Data

% Integrations  Ste P 2

(O Job Scheduler

Scheduled Custody Verification Email

ver reminder

All Current Loans

Custody verifications

user loaned to name contains test (workflow)

& Start Custody Verification

 Custody Verification Reminder Email

@ Report

@ Report

workflow

1 hours after check-out

2 hours overdue

weekly

weekly

daily

Every Wednesday at 3 P.M

Every Wednesday at 3 P.M

8PM.

=3
EER)

@
& Overdue Loan Email hourly 8PM @ Edit

1 hour overdue send email

a3 SAML SSO Settings
U Security

# Settings

W Status Labels

& Sub Accounts

% Workflow Automation

NEW JOB SCHEDULE

m Save Job Schedule

What would you like to do?

Schedule a Report Send Reservation Reminders

@ % ©

Sync Loanees via LDAP

Send Maintenance Reminders

w L & v

Send Custody Verification Reminders Start Custody Verification

Send Overdue Loan Email

w
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3) Name the new job. This should be a short description of what the job will actually do.
In the example below we set it as “3 Day Overdue”

4) Set the values according to the amount of time you are wishing to target for overdue
email reminders. In the example below we set it as “after’ > “3” > “days”. The last
parameter can be set for hours, days, weeks, months, and years.

5) Ensure that “Enable/Disable” is checked off, and that the “Job to run” section is set
to “Overdue Loan Email”.

6) Click “Save Job Schedule”

0  Audits = Asset Categories & Settings @

NEW JOB SCHEDULE [ x Cancel [ & save Job schedule

Step 3

3 Day Overdue Step 1
Job name 3 Day Overdue

A short, simple description of what this job does.
Enable / Disable (Enabled) * Ensure this is checked!
Job to run Overdue Loan Email *Ensure this is set to “Overdue Loan Email v
How long after item is due for return, to send after 3 : days
email? S —
Send email to Email sent to loanee Step 2

For CC / BCC, see “Reminder" emails in settings page.

Customize email Click here to edit emails

7) Also, you can set additional CC/BCC to be sent alongside the email that is sent to the
assigned loanee. These can be setup in “Settings” > “Email Settings/Logs”. Then click
on “Edit Email” for the line item “Overdue Loan”.

4 reminder Search | Create New 0 WBAudits = Asset Categories [ 45 Settings @

CONTROL PANEL EMAILS Ste p 1 © About Custom Emails © New Custom Email
@ Access Roles rmp——
= 20 @ Information
2 Agent Fiter Emalls Emails are sending from Click the "Edit SMTP Settings" button to change.
& API Keys
Email Name Disabled | Enabled ce/bec nfo Customized  Email History Ed
Q Attachments LoanCheckedOut | Enabled b bl Yes History | Logs

B3 Billing Step 2 —QuerdueLoan Enabled v e Yes o
& Import / Export Data Reservation Ssubmission | Enabled o e Yes

oo Schcer T -

s 550 stings = - ==

UsSecurity ~ MnmumAccessoy | Enabled v] ee: e History / Logs [ @ et emai |
bee:

ot Settings vt sy eraes v e 1 s
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8) Here you can set the address to CC and BCC. Click on “Save Email” once you are

finished.

EMAIL EDITOR

Customize "Overdue Loan" Email

Email Subject BETA 2 Overdue Loan

Leave blank for default

Formats 11pt B 7 S
B L

Asset Overdue Notice Beta 2

You are currently in possession of an asset that is overdue for return.
Asset Title: {{asset name}}

Asset Number: {{asset id}}

Loaned out: {{loan out}}

Due: {{loan due}}

Notes: {{loan overdueNotes}}

Please return this item at your earliest convenience.

Thank You

Do not reply to this email. Please reach out directly to your administrator.

x Cancel

Step 2/

Sample Output

Asset Overdue Notice Beta 2

You are currently in possession of an asset that is overdue for return.
Asset Title: Example License

Asset Number:

Loaned out: 2023-10-18717:38:40Z

Due: Indefinite

Notes: software use

Please return this item at your earliest convenience.

Thank You

Do not reply to this email. Please reach out directly to your administrator.

m" [Powered by Reftab
L |
II Pauinrad b Dafiah
POWERED BY TINYMCE
Show replacement fields Ste p 1
Email addresses to cc:
Email addresses to bee: john@dor .com; ali in.com

Manually send overdue reminder emails

On the loans page, any item that is overdue for return will display a red icon.

Click “Actions” > “Resend Overdue Email”

. Assets Locations Kits Accessories  Licenses Loans Reservations Loanees Maintenance Reports

o
Keyword ¢ | Search... Search ~ Create Ne % You are logged into: Main Account 1 = Asset Categories % Settings
@ Scan Out @ Scanin < Loans £ Reservations
- -y -
1% 50% 9% 9% 44 0 44
Total Iltems Out Due Today Overdue
126 Accessories Out 17 Licenses Out
Q Display Check Out Dates ® Show Indefinite
Attached
Loanee $ Item Title $ Items Category ¢ Checked Out Due Date v Location
0 — FayeDaway CT-HDMI Cables Accessory Monday A Wednesday LA Office Actions ~
" (Q All Faye Daway's Loans) 7/5/202110:41am  7/7/2021 9:00 am
0 O Faye Daway Digital SLR Chargers Accessory Monday A Wednesday ¢ & Check-in
(Q All Faye Daway's Loans) 3 7/5/202110:41am  7/7/2021 9:00 am
@4 Find all Matching Loans
0 Faye Daway Canon Field Camera Digital MOMN
@ Vi g
(Q Al Faye Daway's Loans) 8 0833355005351 View Cameras 7/5/202110:41am  7/7/20219:00 am | Resend Overdue Email
m] Faye Daway Canon Field Camera © View Digital Monday A Wednesday New York West Actions
(Q All Faye Daway's Loans) 88 472221 Cameras 7/5/202110:41am  7/7/2021 9:00 am
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Assign Assets

Assets can be checked out via the mobile app and desktop site.

Mobile App

1) Log into the mobile app and search or scan a
barcode:

2) The asset will appear on screen MacBook Pro
m D: 6207367166
Lo L] & Supply War
3) Tap CheCK OUt @ Working Condition
Check Out Reserve

@& Take Picture

Category: Macbook Pros
Licenses: 0
Accessories: 0

S i ¢ @ & ¢

& Back Check Out

Timmy Smith
®
@ Clear Loanee

Due: Jul 21,2021 12119 PM

Indefinite Loan

Override Loan Rules

4) Search for a loanee by typing their name (or email
Site Contact: add reSS)

Phone Number: 5) If you know the date of return, set a due date, if not select
Indefinite loan.

Event Name:

6) Tap “Check out” at bottom when done.

Booth Number:

S m 0 @ & ¢
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After the item is checked out, you’ll see on the next screen that the item is assigned to
the user you selected:

MacBook Pro

m ID: 6207367166

i Supply Warehouse
@ Working Condition

ASSIGNED
o Timmy Smith
Due: Indefinite

@& Take Picture

Category: Macbook Pros

& i ¢ @ & ¢

Desktop Site

You can easily search for assets using the keyword search input. For example, you can
enter serial numbers, barcodes, asset titles, and if an asset matches, the result will

appear:

.
O = Asset Categories  # Settings @

Keyword $ 7650091 Search | Create New v % You are logged into: Main Account
Q SEARCH RESULTS \
Asset Number Title Category Location
7650091 Chromebook Chrome Books LA Office
Click to go to asset
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1) Click “Check Out”

[ LA Office @ Sub Locations i Assets SKits & Accessories Licenses (4 Calendar ® Scan Out
CHROMEBOOK
) CHROMEBOOK _> 2 Check Out
AC Units >
ASSET ID: 7650091
Available GReselie
Barometers >
B LA Office
Boiler > ‘D Last Scanned: n/a
Jira Issues 0 Status:
Camera Cases > 0 Accessories 0 Licenses
- N Model License Key school stock?
fOME S00KS HP Chromebook ABCD yes
Hard Drive Operating System Graphics
Contracts > 500GB nfa Intel
Price (Excl. VAT) Vendor Chrombook Model
Couches > $250.00 Best Buy HP
Keyboard RAM Date Purchased
Dell Tower > Qwerty US 4GB 7/14/2021
Tracking No Serial Number Workstation #

2) Search for a user and set a return date (or set indefinite loan).

3) Click “Check Out”

. . Check Out Asset
Timmy Smith
— l © Select A Loanee
—> Timmy Smith
Checking out: New Loanee

Chromebook
Location: LA Office
Asset ID: 7650091

Indefinite Loan

Override Loan Rules

Loan Notes:
Item Checked Out Due
Il MacBook Pro - (620T367166) 7/21/202112:21 pm Indefinite
Event Name:
Booth Number:
Address:
+ Add Accessories

Loan History Accessories Licenses Changelog History File / Image Attachments Depreciation Asset Maintenance

No loan history yet...
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The asset will be recorded as being out:

[ LA Office @ sub Locations [l Assets & Kits & Accessories

CHROMEBOOK LOANED TO

Licenses ff Calendar @ Scan Out

AC Units > ? i
ASSET ID: 7650091 S
- Assigned To: Timmy Srith > DUE BACK
Barometers > TretEe
B LA Office
Boiler > ‘D Last Scanned: n/a ROIES
Jira Issues 0 Status:
. . Return Notes:
Camera Cases > 0 Accessories 0 Licenses

ch Book Model License Key school stock? 4
rome Books HP Chromebook ABCD ves Return to Different Location:

Hard Drive Operating System Graphics
Contracts > 50068 nfa Intel
Price (Excl. VAT) Vendor Chrombook Model Check In
Couches > $250.00 Best Buy HP
Loan history Keyboard RAM Date Purchased £ Reserve
Dell Tower > . Qwerty US 4GB 7114/2021
recorded automatically
Tracking No Serial Number Workstation #
Diabetics Test Machines > nfa nfa nfa
Digital Cameras >
Loan History Accessories Licenses Changelog History File / Image At Depreciatit Asset Mair
Fridges >
Loanee Checked Out Checked Out By Returned Returned By  Notes Signature

Large Pliers N Timmy Smith 7/21/202112:28 pm mike@reftab.com [T T ——
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