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Equipment Mobile Inventory — User Guide

Table of Contents

OVEIVIBW ...ttt ettt e st e e s b e e e s s b bt e e s s bbb e e e s s bbb e e s s sabb e e e s snbaaeessannnes 2
EIMIEACCESS .ttt e e s 3
ULy T gl I o 1TSS PP PP PO PO PP PRPOPRPRPRPRPRPRPRPRt 3
AAITIONAI ACCESS ....eeeiiiiieiiie et st s e s e st s s s 3
(WoTed={TaT-S oW fo Xk d a1l Y o] o] L[or=) 4 (o] FA R U UOPPPPPPRRNS 4
FAN o] o] Tor= Y [ o I 2T =TSP PPRRUPUSPR 6
PerfOrMING INVENTONY ... ittt et e e et e e e e st e e e e sataeeeeessaeeeenansaeeesenseeeesanraneans 7
ASSET SEACN DY ROOM ..ot e e e e e s e e bar e e e e e e e e s eatnrrareeeeeeeenanes 10
Creating and Updating USEIS ... ettt e e e e e e e tter e e e e e e e e e sanesaeeeeeaeseennneeanes 11
YT 1ol a1 T= 38 o T o= T LY =T ST SR 11
(O T ) oY== TN U Y= U 11
(610 To Y AT g Yo TN L =T SR 12
AdItIONAl ACCESS.....eeiiiiiiiiiee ettt s s e 13
LY ot o |7 YU 14
Overview

The main purpose of the Equipment Mobile Inventory (EMI) application is to perform inventory
management using mobile devices. EMI enables campus users to:

= Scan barcodes attached to campus equipment to search for and view details about the
equipment in the Oracle Fixed Assets module; and

= Update the equipment’s location and/or inventory date.
EMI enforces rules so that users will only have access to inventory to certain equipment.

Questions relating to equipment data (e.g., why am | the assignee, equipment in the wrong
room, etc.) or requests for additional help may be directed to PropertyServices@caltech.edu.
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EMI Access

All users can view equipment information. However, users can only perform inventory on certain
equipment, which is based on user type and Additional Access functionality.

User Types

= Admin User: Has access to view and inventory any asset, view the Users page, and
create/update user accounts.

= General User: Has access to view and inventory any asset within his/her/their organization.
Does not have access to the Users page.

= Super User: Has access to view and inventory any asset. Does not have access to the Users
page.

= View Only User: Has access to view any asset. Does not have access to inventory any asset
or view the Users page.

Additional Access

A General User only has access to inventory assets within his/her/their organization. If
necessary, the user may be granted access to inventory another group’s equipment.
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Logging In to the Application

NOTE: This application is intended to be used on mobile devices. Because device type, browser
type and settings can vary, these instructions may not exactly reflect what you see on your
mobile device.

1. On your mobile device, connect to Caltech Secure Wi-Fi (using your Caltech username and

password).

ﬂ0:34 O N 3564 i\
& Wi-Fi —
Wi-Fi @]

Wi-Fi Assistant

AVAILABLE NETWORKS Refrash
W eduroam  zscss 0)
' Caltech Secure| 24656 ®
ﬂﬁ‘ f’o?ilwktAi\
&' Caltech Visitor 24essc @/ )
{) 9% s.psl.caltechedu + @ :

Caltech access.caltech

2. Open a browser and type access.caltech.edu in
the address bar.

Welcome to access.caltech
3. Enter your access.caltech credentials and click

on Sign In. Username *

[ I
Password *

foro N scaword?]
[forgot your password?]

Cign In > /
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4. Locate and click on Equipment Mobile Inventory in the Administrative Services section.

The landing page will appear on our screen.

/3:52 «“’@zls*t‘ﬂ\ : POk B3 VL

() 9 s.psi.caltechedu +

%5 s.psl.caltechedu + ([

& Disclosure of Financial Interests and () PS1 . CLONED JAN 16, 2024

Commitments

Help Logout All Exit
Disclose interests that may conflict with Ca | teCh K

Caltech duties
® Equipment Image Viewer ©) Tag Scanner

View a photo of Caltech-tagged property ( startScan )( Stop Scan )

& IEqumment Mobile Imvemoryl ©)
View and update asset inventory

& Equipment Tracking ©)

Caltech's capitalized equipment inventory m \ ear )

management / TAG NUMBER

DESCRIPTION

BUILDING

ASSET NUMBER
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Application Pages

The Equipment Mobile Inventory application consists of only three pages: Asset, Room, and
Users.

= The Asset page serves as the landing page and where inventory is performed.
= The Room page is used to retrieve a list of assets found within a campus location.
= The Users page is used to create and update user accounts for the application.

Clicking on the hamburger icon on the top left of the screen shows the navigation menu with the
three pages.

/2:58 «“’@‘ils*'Ai\ f2:57 f@?li*t‘i\
(O 9% spslcaltechedu + (@ ¢ {0 9% s.psi.caltechedu —+ :

. CLONED JAN 16, 2024

PS1 . CLONED JAN 16, 2024

you, click here

you, click here

PS1
| I h Help Logout All  Exit Help Logout All  Exit
Ca tec Welcome Karla De La Torre. If this is not Caltech Welcome Karla De La Torre. If this is not

Tag Scanner

Start Scan Stop Scan Start Scan

Stop Scan
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Performing Inventory

The Asset page is used to perform inventory on campus. If you are ready to begin the inventory
process:

1. Click Start Scan.

fz:ss d‘@‘.**"i\

() 9% spsicaltechedu + (@ 3

PS1 . CLONED JAN 16, 2024

Help Logout All  Exit
CalteCh me Karla De La Torre. If t

u, click here

Tag Scanner
r Start Scan Stop Scan

- /

2. A popup message will appear asking to access your camera. Click on Allow.

~

] access.caltech.edu wants to use your
camera

Block Allow

G Yy

If a pop-up message does not appear on your screen, you may need to enable pop-ups in
your device settings. For example, for Safari:

a. Open the Settings app.

b. Scroll down and tap on “Safari”.

4

c. Turn off the toggle next to “Block Pop-ups”.
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e : 1143 AM & 42%m
Settings

i Maps
. Compass

o Safan

ﬂ Music
2.

Videos

~

L L 11:43 AM - azum
£ Settings Safari
AUtoFill

Frequently Visited Sites

Favorites

Open Links

Block Pop-ups @ ;L

Aim the camera at a CALTECH barcode attached to a piece of equipment as in the sample
image below. If the equipment has no CALTECH barcode, please contact
PropertyServices@caltech.edu as the equipment must be registered and tagged with them

first.
Notes:

= The scanner will start trying to identify
barcodes.

» The application was designed to scan in
the vertical position.

= You may need to vary the distance
between the barcode and the camera.
Typically, about 4 to 6 inches works best.

* You do not have to keep clicking on Start
Scan. As you hover over barcodes, the
scanner will continue trying to read
barcodes until one is read successfully.

* You may need to try different back facing
cameras to get the best view.

= Clicking on Stop Scan will close the
camera.
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= Caltech

Tag Scanner

25 s.psl.caltech.edu

Help

Logout All
come Karla De La Torre. If tt 10t
you, click here
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Exit
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Start Scan Stop Scan
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= |f the tag number is not found in the system, you will receive the “TAG NUMBER NOT
FOUND IN SYSTEM” message. This could be because the asset is retired or the tag
number needs to be updated in the system. For questions on equipment not found in the
system, please contact PropertyServices@caltech.edu.

/2:59 d‘“’@*l**"i\ 3:01 FEOE B2 V-
(0 % spslcaltechedu + (@ @ (O 9% spsilcaltechedu + @
PS1 . CLONED JAN 16, 2024 PS1 . CLONED JAN 16, 2024
= Help Logout All  Exit . Help Logout All  Exit
e Caltech Welcome Karla De La Torre. If this is not ——y Ca'tech
you, click here here
Start Scan )( Stop Scan (" start Scan )( Stop Scan )
TAG NUMBER NOT FOUND IN SYSTEM TAG NUMBER EOUND
TAG NUMBER TAG NUMBER

KCOEOOOO75074 /

= |f the tag number is found in the system,
you will receive the “TAG NUMBER

DESCRIPTION

SITE
FOUND” message and the asset’s
. . i . Campus
information will be populated in the
: BUILDING
fields.
Administrative Technology Center
4. Perform Inventory: ROOM

=

ASSET NUMBER

a. If the asset’s location has not changed,
simply click on Inventory to complete the
process.

MODEL

b. If the asset’s location has changed,
update the SITE, BUILDING, and ROOM
accordingly and click Inventory to
complete the process.

If you do not see the “Inventory” button and do not have access to change the location, you
do not have access to inventory the asset. This may be due to having view-only access or the
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asset belongs to a different group. To request access to inventory the asset, contact an
application owner (Ernest Katacha, Theresa Slowskei).

Inventory updates will not be reflected in the application until the next day (after the CITFA

Nightly Sync Assets concurrent program runs).

Asset Search by Room

The Room page is used to obtain a list of assets
in any Caltech location.

Use the SITE, BUILDING, and ROOM drop down
menus to select a Caltech location and click on
Search. A list of assets found within the location
will be displayed.

Each Tag # is hyperlinked to a page showing
more Information about that asset.
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(O 9% spslcaltechedu +

@
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= Caltech

Room Search

*SITE

Help

[Campus

" BUILDING

IAdministrative Technology Center

* ROOM

[1 36A

Asset List

Tag #

COE0000751

COE000075134

COE000083277

Description

CERTIFIED PRO QUAD
OLTS MAIN UNIT AND
REMOTE

OFP-QUAD OPTIFIBER
PRO QUAD MODULE

SYSTEM, NETWORK
SWITCH

Logout All  Exit

Inventory
Date

28-JUN-23

28-JUN-23

12-SEP-
2023
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Creating and Updating Users

The Users page is used for managing the application’s users. Only Admin type users have access
to this page and can view, create, update, and grant additional access to users.

Searching for a User
To search for a user:

1. Type the user’s name in the NAME field. The : FORICLE

names will be filtered based on your entry.

o5 s.psl.caltechedu + (1)

2. Select the desired name and click on Search.
PS1 . CLONED JAN 16, 2024

If the selected person is an existing user, = Caltech Help (LigoutAR Exit

his/her/their user information will be

displayed on the screen. User Updates

( Clear )( Search
o

Otherwise, you will get a “User doesn’t
exist” message.
The user has been created.
Suggestion: Use the Clear button to clear the NAME
fields on the screen before searching for
another user.

Lopez, Juan J - 239803

USERTYPE

Creating d User General User

USER ORGANIZATION
To create a new user:
1. Type the new user’s name in the NAME START DATE
field.

END DATE
2. Select the desired name and click on Create.

If successful, you will receive a message
indicating that the “user has been created.” Additional Access

...
( Remove Access ) @LULEEES
i

Otherwise, you will receive a message ORGANIZATION
indicating that the user already exists.

O O
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Updating a User
To update a user:

1. Search for the user as shown in the
Searching for a User subjection above.

2. Once found, update the user’s information
as needed and click on Update.

Possible updates:

= USER TYPE — Refer to the descriptions of all
user types in the User Types subsection
above.

=  USER ORGANIZATION — If the user has
moved to a different organization, simply
click the UPDATE button and the
organization will be updated automatically.

= END DATE — This date can be entered or
removed as needed. If the date is in the
past, the user will not have access to the
application.
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= Caltech

Help Logout All Exit

User Updates

e
. Clear )( Search )
L S o, TSRS

User has been updated.
NAME
Lopez, Juan J - 239803

USERTYPE

IGeneraI User

USER ORGANIZATION

START DATE

END DATE

Additional Access

D T S
( Remove Access ) (@G LF-TIEES
~

ORGANIZATION

O O
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Additional Access

A General User only has access to inventory
assets within his/her/their organization. If
necessary, the user may be granted access to
inventory another group’s equipment.

To grant additional access:

1. Search for the user as shown in the
Searching for a User subjection above.

2. Inthe Additional Access section of the page,
select the ORGANIZATION and click Add
Access.

To remove additional access:

1. Search for the user as described in the
Searching for a User subjection above.

2. Select the ORGANIZATION and click
Remove Access.
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= CalteCh Help LCGOMAI?VEXTV

k
User Updates

search ) (8] Update
—

V i
Clear
) S

Additional access has been set.
NAME

Lopez, Juan J - 239803
USER TYPE

General User

USER ORGANIZATION

START DATE

END DATE

Additional Access

- N
( Remove Access )

. —_—

ORGANIZATION

IBECKMAN INSTITUTE
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User Activity

At the bottom of the User page, is a list of
assets. The list corresponds to the assets the
user has recently inventoried through the
Equipment Mobile Inventory application.

The Tag Numbers are hyperlinked to a page
showing more information about that asset.
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-: CalteCh Help Logout All | Exit

General User

USER ORGANIZATION

START DATE

END DATE

Additional Access

4 \
( Remove Access Add Access
-~ aF

ORGANIZATION

User Activity

Tag Number Processed Flag Inventory Date
COE000076099 YES 17-JAN-2024
COE000083238 YES 17-JAN-2024
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