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Dashboard Page

The high level view of your entire fleet of assets
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Item  Description

e The whole dashboard is interactive:
o When selecting a location on the map, information about the selected
location will be shown in the widget and the table below.
o When selecting a block on the page (e.g. Asset Status), information in
the table will update to show the corresponding information (e.g.
selecting the Status block will show Asset Status in the table).
e The map shows all the locations you have in your system. It also shows the number of
assets you have on each location.

1 e You can click on location or cluster of locations to update the content of the widgets
below the map depending on which location or location cluster you clicked on.
) e The Asset Status shows you the statuses for all the corresponding assets (e.g. broken, in
repair).
e The Asset State shows you the states for all the corresponding assets. There are 3
different possible states:
3 o InWarehouse

o OnJob Site
o InTransit (only if ‘Acknowledge’ is turned on)
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e The Alert widgets list all the alerts for your assets. There can be different types of alerts:
o Asset not returned (when transferring an asset with a specific return date)
o Warranty expiry alerts

4 . . .
o Services upcoming or service overdue alerts
o Certificate upcoming or certificate overdue alerts
[}
5 e The table lets you see all the assets depending on the selection you’ve made on the

map and the widgets above.
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Location Page

The page that allows you to manage your warehouses, job sites & vehicles.
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Item Description

1 e You can Add / Edit and Delete Locations here. + # M

e You can create locations sub-locations to help you manage your assets.

e This is the Location hierarchy. You can browse the Hierarchy here.

2 e You can show all sub-locations by clicking on the squared ‘+’ icon.

e Clicking on a Location shows the asset at that Location.

e You can select whether you want to display:
o The Unique Asset & Commodity information for the selected Location (Assets)
o The consumables information for the selected Location (Consumables)
o The Location map (Map)

e This is the action panel.

e Depending on your Asset selection, different option will be made available to you.

4 o Add to Transfer Cart adds the Transfer Cart (which allows you to transfer assets

to different Locations and employees).
e Acknowledge an In-Transit asset.
e You can search assets here.

5 e Asset Search pulls results from all Locations for the matching Scan Code and Alternate
Code.
e This is the overall Asset grid. You can view all the assets from the Location you’'ve
6 selected.

e If you do not see all your assets, think of checking the next pages on the bottom right.
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Location Page — Add Location 1

How to add new Locations

Add Location (Step 1 of 2)

Choose a parent for the new location Or, Create new location
2 Gemmany @
Mew Location @
Sweden

®
[ = ]

Item Description

e When adding a new Location, you have the choice between creating a new one, and
1 adding a sub-Location. To add a Sub-Location, you need to select a Location in the
Location Hierarchy and click on ‘Next’.
) ¢ If you would like to add a new location (not a sub-location), then you should click on
‘New Location’ and click on ‘Next’
3 e Clicking on Next brings you to the next screen.
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Location Page — Add Location 2

How to add new Locations

Type

Manager

Add Location (Step 2 of 2)

Name

Contact Number

@.

@

Description

©

Address Line 1
Adaress Line 2 (Optional)

Country

State

Postal Code

H@e ® e © ®

Item Description

Compulsory Items — you cannot create a new Location if those fields are not
specified.
e Each Location must have a Location Type. The Location types are:
1 o Warehouse
o JobSite
o Vehicle (e.g. avan)
e Each Location must have a name.
e Location Names are not necessarily unique across a system but a pair Location Name -
2 Location ID must be unique. For example, you cannot have two different locations
called London, but you can have one Location called London with ID ‘Container 1’ and
another Location called London with ID ‘Container 2. You can also use the job site ID as
Location ID.
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3 e Each Location must have a Job Site Manager. Only the employees with the Location
Manager rights will appear in this list.
4 e Clicking OK will create the Location.

Optional Items — you can register a Location without entering those fields. Using
those fields can help you registering an asset faster though!

5 e The Location ID can be any reference you want for the location.
6 e Contact Number for the Location.
7 e This is a Description for the Location.
3 e Thisis a search field for the Location address. You should use this to find the location on
the map.
e Search a Location through the Location field displays a pop-up bar which
@ allows you to automatically copy the address to the address fields. This saves a
lot of time when registering a new Location!
9 e Address field
10 e Address field
11 e Country field
12 e State field. . . .
e The states are not available in all countries.
13 e City
14 e Postcode or zip-code

28 April 2014
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Location Page — Consumables Tab

The Consumables Tab under the Location tab shows all Consumables at the location

Hilti ONITrack
A Dashboard TP Assets & Employees  TH Templates [l Reports (D Support ™ Tranlhno IbiAice
+ 7 Consumables at Buchs: 3 Location Manager: Hub Virtos | Location 1D: 1234
(1)
Locations [+ Assets Map
123486-Schaan ™ | e Restock @ el

Bucns Scan Code Abternate Code Description Current loventory L. Minimum Stock Level  Full Stock Level Charge Value State

33345678 Dril bits. 65 5 15 8.45 In Warehouse
= 33353216 Firestop 27 5 50 2534 In Warehouse

876134 grinding... 62 10 100 14.36 in Warehouse

£ warehouses

Item Description

Compulsory Items — you cannot register a new asset if those fields are not
specified.

1 e Selecting the Consumable tab under the Location Tab displays all the consumables at
the location.
2 e From this screen you can restock the consumables.
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Location Page — Consumables Restock

Restocking Consumables

Restock

®- @ |

Scan Code Alternate Code Description Quantity Unit Purchase Or_..  Unit Price Total Price

Item  Description

Compulsory Items — you cannot register a new asset if those fields are not
specified.

e You can select a Location to restock consumables for here.
e You can only restock one Location at a time.

1 e By default the Location is the location that was selected on the Location Hierarchy on
the left hand side.
e You can type consumables Scan Code (Bar Codes) or Alternate Codes here. Pressing
) Enter / Carriage Return or “Add” would add them to the list.

e You can also scan the Consumables if you have added the EAN to the system as Scan
Code or Alternate Code.

e Once you have added a Consumable to the Restock list, you can add the Restock
3 Quantity.
e You can optionally specify the Purchase Order Number and the Unit Price.

28 April 2014 Revision Number 323 13/68



Assets

28 April 2014 Revision Number 323 14/68



== a]

Asset Page

This is the page where you can specifically manage your asset

=1ILST1 ONTrack
ﬁ Dashbeard 1 Lecations & Empleyees m Templates . Reports @ Suppert 1!; Trauhr':ano nmu.:u U.irlus =
4] ®+ rs Broakers (4 assots) @ ™ + nad —®E|
Asset Groups Scan Code  Altemate ...  Model Category  Quanity Responsi... Description  State Location
S990000001 TE 3000 Aaset 1 Hubert Virtos Powerful Br In-Warehouse  Germany
Cutting Tools 2000000002 TE 3000 Aszat @ 1 Hubet Virtos Poweriul Be In-Transa Swadan
Drilling Tools 0090000003 TE 3000 Azt 1 Hubert Virnos Poweriul Br. In-Warehouse  Gemany
Welding Toois 9990000004 TE 3000 Assit 1 Hubert Virtos: Poweriul Br In-Warshouse  Swadan
Tatal herms: 4 Page Size: 10

Item Description

e Youcan Add / Edit and Delete Asset Groups here. ¥+ # 1

1 e You can create groups and up to 3 sub-groups to help you manage your assets.
e This is the Asset Group hierarchy. You can browse the Hierarchy here.
e Clicking on the squared ‘+" icon allows you to expand all groups (if you have sub-
) groups).
e Clicking on an Asset Group shows the asset within the asset group in the table
numbered 5.

e An Asset group that has sub-groups cannot have assets.

e You can search through all assets by clicking on the Asset Groups Header (2)
and then searching for assets (4).

e This is the action panel.
e Depending on your Asset selection, different option will be made available to you.
3 o Add to Transfer Cart adds the Transfer Cart (which allows you to transfer assets
to different Locations and employees).
o Youcan also Add / Edit / Delete assets there.
e You can search assets here.
4 e Asset Search pulls results from all Asset Groups for the matching Scan Code and
Alternate Code.
e Thisis the overall Asset grid. You can view all the assets from the Asset group here.
e If you do not see all your assets, think of checking the next pages on the bottom right.
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If you have too many assets here, consider whether your asset group is too general or

whether you should search for you asset using the search instead.

28 April 2014
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Asset Page — Manage Asset Group

You need to follow this process to register new Asset Groups on the ON! Track solution

Add Group

Chooae parent group @ or, Create a new group

Breakers

Commodities

Cutting Tools

Drilling Tools

Wealding Tools

S )

®
=

Item Description

1 e If you want to add a sub-group, click on a parent group in the group hierarchy.
e You must select a group that does not have any asset in order to add a sub-group
2 e If youwant to add a new group, click on this ‘New Group’ button.
3 e After you have typed the name of your new group or sub-group, you must click on ‘Add’
to add the group and close the window.

28 April 2014
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Asset Page — Register or Edit an Unique Asset — Asset

You need to follow this process to register new assets on the ON! Track solution

Details

Add Asset in Breakers

Asset Details Managed As
Asset Details
Category
® -
Serial Number

®a

We strongly advise you to enter the t..

®@

Model

Ownership and Storage Details

OF

Default Location

Select a Warehouse

Certificates

Scan Code

Services

Alternate Code

@ ||

Scan code or Alternate code is mandatory.

Template Name

Description

Current Location

Select a location

Manufacturer

@a

Asset Status

@ Operational

Owner

@
‘

@ v | Select an Employee Responsi sl@ v

Managed As Storage Location
Owned ® v
Attachments Notes
®
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Item Description

Compulsory Items — you cannot register a new asset if those fields are not
specified.

e Every asset you register needs to have a Category.
e (Categories available are:

o Unique Asset: these are assets tracked with a unique Scan Code or Alternate
Code. If you give a unique asset to a worker, the worker needs to give you this
exact same asset back.

o Commodity: these are assets that do not have a unique ID per item but are
instead tracked as a type. Shovels are a good example of Count items. If you
give a shovel to a worker, you generally do not really care if the worker gives
you another shovel back.

o Consumable: these assets are similar to commodities with the exception they
are meant to be consumed on jobsites. Consumable assets can also be
restocked more easily than other assets via the Restock functionality. Use this
for your nails, screws, FireStops or other assets you do not need to track
individually or track Certificates or Services for.

e You should enter the asset Scan Code here.

e The Scan Code is the number of the Tag you have stuck on the asset.

2 e Inorder to register the asset, you will need at least a unique Scan Code or a unique
Alternate Code.

e You can use the USB Bar Code Scanner to directly scan the Scan Code.

e You should enter the asset Alternate Code here.

e The Alternate Code is the inventory number that you might already have on the asset.
In some cases there is no Inventory Number or unique identifier already on the asset. If

3 this is the case, you should stick a Smart Tag on the asset and register the Smart Tag
number in the Scan Code field (see 1 above).

e If you are only using the Alternate Code, you should really use the Hilti ON!Track Tags in
order to get the most of ON!Track.

@ e If you want to keep track of usage, maintenance and inspection history of the

asset, or if you want to be able to schedule future maintenance for the asset,
then you should register your asset as ‘Unique Asset’.

e Default Location is the location where the assets should be returned back once the job

4 is finished.

e This can only be a warehouse.

e Current Location is the location where the asset currently is.

e This can be a warehouse, a job site or any other location.

e Owner is the person who will care about the asset through its life. The owner is not
always the person responsible for the asset but he or she is the person who will always

6 care that the asset is repaired if broken, or which will need to recall the asset if the
asset needs to be returned back (end of rent for example).

e Generally the owner is the Warehouse Manager.
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Managed as allows you to specify your relation to the asset. The options are:

1. Owned: you bought and own the asset.

2. Rented: you have rented the asset and need to return it back when the rental
agreement terminates.

7 3. Fleet: you got this asset through the Hilti Fleet Management service and will need
to return it back once the Fleet agreement terminates. Contact your Sales
representative if you have not heard of Fleet Management before!

4. Loaned: you have loaned the asset.
8 Save & Exit completes the registration of the asset.

You cannot save if some of the compulsory fields are empty.

When registering a new Asset, you will automatically re-use any template
already created matching the Manufacturer-Model you’ve entered

If this is the first Asset with this Manufacturer and Model, registering the asset
will automatically create a new template.

Any Service or Certificate you add to an asset when registering it will not be
included in the Template created. You will need to edit the template directly if
you want Certificates or Services to be added.

Optional Items — you can register an asset without entering those fields. Using
those fields can help you registering an asset faster though!

This is where you can enter the Serial Number of the asset.
9 Entering the serial number can help you identifying the asset if the Hilti Tag is gone. It
can also help when sending the Asset to repair.
Time Saver: Entering the Serial Number for Hilti assets will automatically pull
all the asset information for you!
This is where you can search for an existing asset template.
10 Just start typing a few letter of the asset model and select the asset in the drop down
list. This will copy automatically the Manufacturer, Model and Description of the asset.
1 You can specify the manufacturer of the asset here.
You can add new manufacturers here directly.
12 You can specify the model of the asset here.
13 You can enter a description for the asset here.
For example, you can add the diameter and power of a disk saw here.
You can specify the asset status here.
Available statuses are as follows:
1. Broken
14 2. Lost/Stolen
3. New
4. Retired: fleet / loan / rented assets that were given back.
5. Un-Assigned
6. Used
Changing an asset status to ‘Retired’ is the only way you can switch off end of
loan / rent / fleet alerts for your assets.

28 April 2014
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15 You can click on this picture to upload a picture of the asset.
Storage location allows you to store the unique storage location for the asset.
Storage Location is specific to the Default Location entered previously.
For example
o You have a Warehouse called Chicago
o You have another Warehouse called Toronto
16 o You register a TE 3000-AVR in the system. The Default Location is Chicago and
you specify BIN 784 as the Storage Location for the new TE 3000-AVR.

o The BIN 784 only applies to the Unique Asset at Chicago. If this very asset is
sent to Toronto, the Storage Location will not apply (the TE 3000-AVR will
probably be stored with a different Bin Name.

Changing the Default Location resets the Storage Location.
Attachments allow you to attach a document to the Asset. This can be a manual or

17 other important documents.
You should not use this for Certificates as you have a feature for this.

18 The note field allows you to enter some note against the asset.
These will be displayed on the right hand side Asset Panel on the Asset Page.
Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
‘Managed As’.

19 You can enter more information on the ‘Managed As’ tab.
Depending on what option you’ve selected on the ‘Managed As’ tab, you will be able to
enter different information (e.g. cost you bought the asset at for ‘owned’, rent price
and expiry date for ‘rented’ etc.).
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Asset Page — Register or Edit an Commodity — Asset

Details

Registering Commodity Assets is similar to registering Unique Assets with the difference

Aszzet Details
Category

Commodity

Serial Number

highlighted below

Scan Code Altemate Code

@-
Scan code or Alternate code is mandatory.

Template Name Manufacturer

Q Q o

We strongly advise you to enter the t...

Model

Description Quantity

| @ KRG

Item Description

specified.

Compulsory Items — you cannot register a new asset if those fields are not

1

If you select Commaodity in the Category field, the Add Asset window changes.

The field “Quantity” allows you to enter the quantity of commodities you already have
in stock.

You should add the quantity for all your assets across all you locations. This way, you
will be able to transfer assets to different locations afterwards.

28 April 2014
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Asset Page — Register or Edit a Consumable — Asset
Details

Registering a Consumable Assets is similar to registering Unique Assets with the difference
highlighted below

Aszset Details
Category Scan Code Alternate Code
Consumable @ v |
Scan code or Alternate code is mandatory.
Serial Number Template Name Manufacturer

Q Q -
We strongly advise you to enter the t...

Model Description Unit

Ownerszhip and Storage Details

5 Add Location @

Location Current Stock Min Stock Le... Full Stock Le... Storage Loca... Owner Alerts

Buchs 35 5 50 || BIN 078 Hub Virtos

Colorado I:l John Smith m

Item Description

Compulsory Items — you cannot register a new asset if those fields are not
specified.

1 e When selecting Consumable as a Category, some fields in the form change.

e Unit allows you to enter a description of the unit. This could be “Box of 100” if you have
nails by box of 100s.
e When Registering Consumables, you can specify for each warehouse or vehicle:
o The Current Stock at this warehouse

o The Minimum Stock below which an Alert should be triggered

3 o The Full Stock above which an Alert should be triggered
o
o

The Storage Location for this consumable when at this specific Warehouse
Whether alerts should be triggered for this specific Consumable at the specific
Warehouse.
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Asset Page — Register or Edit an Asset — Managed As
‘Owned’

Managed As information allows you to capture additional information for your Asset.

Add Asset in Breakers

Aszet Details Managed As Certificates Services

Managed As : Owned
Purchase Date Purchase Price Purchase Currency

@ @ Select Purchase Currency @ v

Vendor Purchase Order Number Warmranty Expiration Date

® ® Olul

Vendor Warranty(Extended Warranty)

@.

®
oo [l s e

Description
g e All these fields can be filled automatically for Hilti assets if you search the asset

using the Serial Number on the Asset Details tab.

1 e The date of purchase of the asset. Click on the calendar icon to select a date.
2 e This is the purchase price.
3

e This is the purchase currency.

e This is the vendor name. The vendor is the place where you acquired the asset. This is
4 also often the place you take the assets back to in case they need maintenance. This
could also be the manufacturer centre.

e This is the Purchase Order number for the asset. This is a good reference to have at

> hand when you talk to the vendor.
6 e The asset default warranty expiry date. Click on the calendar to select the warranty
date.
e Thisis the extended warranty date. This is the new warranty date in case you have
7 bought a warranty extension. You can select the duration of the extension by selecting
a duration (year or months) and entering the corresponding number.
8 e Save & Exit completes the registration of the asset.
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e Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
9 ‘Certificates’.
e On the Certificate Tab, you can add certificates for your asset.
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Asset Page — Register or Edit an Asset — Managed As
‘Rented’

Managed As information allows you to capture additional information for your Asset.

Add Asset in Breakers

Aasset Details Managed As Certificates Services

Managed As : Rented

Rental Tool Claim Rental Start Date Rental Retum Date

® @ ©la

® ®
oo Jf e ro v

Item Description

1 e The rental contract number
2 e The start date for the rental. Click on the calendar to select the start rental date.
e The return date for the rental. Click on the calendar to select the return rental date.
3 e You will get an alert when approaching the end of rent date. You can switch off the alert
by ‘retiring’ the asset.
4 e Save & Exit completes the registration of the asset.
e Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
5 ‘Certificates’.

e On the Certificate Tab, you can add certificates for your asset.
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Asset Page — Register or Edit an Asset — Managed As

‘Fleet’

Managed As information allows you to capture additional information for your Asset.

Add Asset in Breakers

Asset Details

Managed As : Fleet

Fleet Inventory Number

Managed As Certificates Services

Fleet Exchange/Warmanty Date Fleet Organization Reference Number

) @m ®

® ®
Bl B

Item Description

If you have never heard of fleet, contact your Sales Representative to learn
more about how HILTI Fleet Management could help your business!

All these fields can be filled automatically for Hilti assets if you search the asset
using the Serial Number on the Asset Details tab.

This is the fleet inventory number.

Entering the Fleet Inventory Number will help you in recovering the asset to
send it back to Hilti once the Fleet Contract is finished.

This is the date at which the fleet asset needs to be given back to Hilti.
You will get an alert when approaching the end of Fleet contract date. You can switch
off the alert by ‘retiring’ the asset.

The Fleet Organisation Reference Number is a free field which is generally used by Hilti

Save & Exit completes the registration of the asset.

Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
‘Certificates’.
On the Certificate Tab, you can add certificates for your asset.
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Asset Page — Register or Edit an Asset — Managed As
‘Loaned’

Managed As information allows you to capture additional information for your Asset.

Add Asset in Breakers
Asset Detaila Managed As Certificatea Services
Managed As : Loaned

Loan Start Date Loan End Date

® @O

® O]

Item Description

1 e Loan can be used for any tool which has been loaned to you by a vendor.
e The loan start date.
e Theloan end date.
2 e You will get an alert when approaching the end of Loan date. You can switch off the
alert by ‘retiring’ the asset.
3 e Save & Exit completes the registration of the asset.
e Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
4 ‘Certificates’.
e On the Certificate Tab, you can add certificates for your asset.
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Asset Page — Register or Edit an Asset — Certificates

Certificates are very useful if you need to get an alert when you need to certify the asset, to
get a warning if you are assigning an asset with an expired certificate.

Add Asset in Breakers %

Asset Details Managed As m Services

The following certificates are assigned to this asset

Asset Certificates are certificate(s) that belong to this asset. Adding Usage Certificates will require responsible employees to have the specified certificate(s).

Asset Certificates Usage Certificates
Certificate Receive Notification? Is Critical?  Expires
m Electrical cord safety No Yes &z

No usage certificates have been added.

Item Description

e Asset Certificates are certificates relating to the asset. Electrical Safety
Certificate is a good example for an Asset Certificate. In some countries, it is
not legal to use an electrical appliance in companies if the appliance has not

been certified safe to use by a qualified electrician.

e This is where you can select the Asset Certificate you want to add.
1 e If the certificate you want to add is not in the list, you can go to the main Template tab,
select Certificates and add the new certificates there.

e Usage Certificates are certificates relating to how the asset can be used by
employees. For example, handling dynamite on a construction site requires

special certification.
e This is where you can select the Usage Certificate you want to add.
2 e If the certificate you want to add is not in the list, you can go to the main Template tab,
select Certificates and add the new certificates there.
3 e Save & Exit completes the registration of the asset.
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e Instead of clicking on ‘Save & Exit’, you can click on ‘Save & Next’ and go to the next tab
4 ‘Services'.
e On the Certificate Tab, you can add certificates for your asset.
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Asset Page — Register or Edit an Asset — Services

Services are very useful if you need to get an alert when the asset has to be serviced and to
manage the service history of your assets.

Edit Asset in Breakers

Asgset Details Managed As Certificates

Following service tasks are scheduled for this asset.

Servicing and performing routine maintenance on your assets prolongs their life and usefulness. Cirrus provides several methods to track service and
maintenance, such as oll changes, sharpening and so on. You can also track assets sent out for repairs, replacing broken parts, atc.

Schedule Services

OR) - |

@

N... Interval Next Ser... A.. Mark As Co... Cost Provider Notes A...

Ne 42220+ Compisted o)

®
===

Item  Description

e You can choose a Service here and the click ‘Add’ to add it to the list of regular services
to do on the asset you are registering.

1 e If the service you need is not in the list, you can go to the ‘Template’ tab, select the
Services sub-tab and add a new service there.
e The system automatically displays services you’ve added but also any upcoming service.
2 e For each service in the table, you can double click on the ‘Not Completed’ item in the

‘Mark as Complete’ column and change it to ‘Completed’. Doing so marks the service as
complete and gives you opportunity to add more information on the service.
e When a Service is completed, you can add cost information, confirm who provided the
3 Service (e.g. a specific vendor), add some notes and upload a service document (e.g.
picture or scan of the Service report / invoice).
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Employees
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Employees Page

This page allows you to manage the employees of the company as well as their access rights

LT ONTack

) Doshboard 4 Locations TP Assets [P NECOSSSE  TH Tomplates  [@| Reports  (3) Support ™ T.-mmcmo pRLSEME el

™o
== Add [ @O‘]

Marme Designation 18] Number of Assets  Email Contact App Access Username
Andy Roth o andreas.roth2&hilti. Yeas @ andy&hubart.com
Hubart Virtcs 23 Hubart.virtcs@hilti.com Yas hubsrt@hubart.com

hubert v o shkollimarlaSinnomin Yos admin@hubert.com

Total Bems: 3 Page Size: 1

Item Description

1 e The employee sub-tab lists all the employees registered for the company.
e Once you give a user access to the solution (see Add Employee below), you can specify
) their access rights (i.e. what they can or cannot do on ON!Track).
e This sub-tab allows you to configure different user roles to easily manage application
rights for all your employees.
3 e You can search through all your employees by using the search functionality.
e You can search by employee First Name, Last Name or ID.
a e The table list all the employees.
e The column App Access shows whether the user has a login to access ON!Track or not.
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Employee Page — User Role Tab

This explains how to manage user roles

Hlm ON[Track
M Dashboard 4 Locations TP Assets T Templates [ Reporte (D Support ™ Yr.mnfnCano Hobrt Vitos
Employess Roles
& Add S o
Roles (2) Accesas Privileges
= ——
[ Assets v v v v
| Employess v @ v v v
[ Loostions ' v v v v
v v v v

Templates

Additional Privileges

Item Description

e The action menu. You can Add, Edit and Delete user roles from here.

1 e You cannot delete system roles such as ‘Admin’ and ‘Everyone’.
) e This panel lists all the user roles available.

e Selecting a role in this panel displays the role characteristics in the table on the right.
3 e The table lists all the rights for each user.

e Ifacellisticked, this means the role has the corresponding right.
e The additional privileges list extra rights a role might have:

o Backdate transfers: the ability to create a transfer in a date in the past (useful
when something was delivered from a Job Site on Friday evening but the
warehouse manager is only able to transfer it back to the main warehouse on

4 Monday).

o Generate reports: allows a user to see the report tab and save reports.

o Transfer assets: allows a user to transfer assets to different locations and
different employees. Also allows to acknowledge transfer (confirm delivery).

o View Dashboard: shows the Dashboard tab or not.
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Employee Page — User Role Tab — Add a new User Role

This explains how to create a new user role. User roles are very useful to help youmanage
employee application rights (and are also the only way you can control access rights for your

employees).
Add Role
Rele Name
Acceas Privileges
Delete Add Edit View
Assets
Employees N
3
: S
Locations
Templates
Additional Privileges
Can this employee backdate transfers? es Mo
Can this employee generate repors? @ Yes ® Mo
Can this employee trangfer assels? Yes & Mo
Can this employes view the Dashboard? Yas = Mo

@
T

Compulsory Items — you cannot add a new role if those fields are not specified.

1 e This is the User Role name (for example Admin, Warehouse Manager, Job Site Manager
etc.).
) e Click on ‘Add’ to create your new User Role.
e You can create as many different User Roles as you need.

Optional Items — you can add a new role without entering those fields. Using
those fields can help you registering an asset faster though!
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e This is the table which allows you to select rights for each main tab of the solution.
o Delete rights give you all the rights (to delete, create, edit or view)

3 o Add rights give you all the rights except that you cannot delete

o Edit rights allows you to view and edit.

o View rights only allow you to view the items.

e This lists additional rights:

o Backdate transfers: the ability to create a transfer in a date in the past (useful
when something was delivered from a Job Site on Friday evening but the
warehouse manager is only able to transfer it back to the main warehouse on

4 Monday).

o Generate reports: allows a user to see the report tab and save reports.

o Transfer assets: allows a user to transfer assets to different locations and
different employees. Also allows to acknowledge transfer (confirm delivery).

o View Dashboard: shows the Dashboard tab or not.
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Employee Page — Add a new Employee — Employee Info

This explains how to add new employees to ON!Track

Add Employee

Assign Roles Centificates

Do you want to provide application access to this employee? » Yes No

Usemame [Email Address)

| @ &hubert.com

The employee will use this email address to login
to Cirus. To securely sat up the account a
verification link will be sent to this emall address

when the Save button is clicked

First Name Last Name 0

Type Otfice Phone

® ©
® ©
® O

Mobile Email Responsibility

Address Line 1 Address Line 2 Country

®
® O,
© ©

State City Postal Code

®
®
®

Item Description

Compulsory Items — you cannot add a new employee if those fields are not
specified.

e The first thing you should check when adding a new Employee is whether you want the
employee to be able to access the solution or not.
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If you want the employee to access the solution, you should make sure you
also go to the next tab ‘User Role’ by either clicking on the User Role tab or
clicking on ‘Save and Next’ instead of ‘Save and Exit’.

If the user has special certificates (e.g. handling dynamite) and you have assets
that requires employees to have certificates in order to use the asset, you
should also check the Certificates tab.

This is the email used to login.

This is the employee first name.

This is the employee last name.

This is the employee email that will be used for all communications with the employee.

NI |WIN

Please click here to save the employee and close the form.

Optional Items — you can add a new Employee without entering those fields.

7 This is the Employee ID.

3 This is the designation of the employee. You can use this field to add any description for
the employee.

9 Employee type helps you to categorise employees (e.g. permanent, outsource etc.).

10 Office Phone of the employee

11 Mobile Phone of the employee

12 The responsibility of the employee in the company.

13 Address first row

14 Address second row

15 Country where the employee lives or works

16 State where the employee lives or works

17 City where the employee lives or works

18 Post code of the city where the employee lives or works
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Employee Page — Add a new Employee — Assign User
Roles

This explains how to specify user roles when adding new employees to ON!Track

Edit Employee
Employee Info Certificates
Roles (2) @ Access Privileges
= ] e | mee | e | v
averyone ‘ Assets 7 N Vv v Vv
Employees v @ v v v
Locations v v ‘ v v
Templates v v v v
‘ Additional Privileges V
Can this employee backdate asset transfers? Yes
Can this employee generate reports? Yes
Can this employee transfer assets? @ Yes
Can this employee view Dashboard? Yes
®
[ seve g e [ exve nc st

Item Description

1 e This panel lists all the user roles you can assign to the employee.
2 e This table shows which rights the user role you’ve selected has.
3 e This table shows which additional rights the user role you’ve selected has.
e Click Save and exit if you want to add the employee.
4 e You can also click on Save and Next if you want to add Usage Certificates to this
employee.
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Employee Page — Add a new Employee — Usage
Certificates

This explains how to specify Usage Certificates when adding new employees to ON!Track

Edit Employee

Employee Info Asaign Rolea m
] - [0

& Operalor

®
(==

Item Description

e If the employee you are adding has special qualifications such as handling dynamite or
working at height, you can add those certificates by selecting them in the drop down

1 box and clicking add.

e If the certificate you need is not in the list, you should go to the Template tab, select the
Certificate sub-tab and add a Usage Certificate there.

2 e You can save the employee by clicking Save and Exit.
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Templates
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Template Page

A high level view of the Template Page
Templates are a great help to manage your fleet of assets efficiently!

ONITrack

A Ooshboard 4 Locations TP Assets & Employees m B repors @ Suppon ™ Tuuhvcano

rtificates Services

L
Termnplate Name

10102020

1234.Trmble

254125 -Trenble

99000-Trimbie

G6606767-Hm

9878

Asset terplate

B 14/1.6 L-on-Hi

Description Manufacturer Model Services Centificates.
sample cr 10102020 Not Assigned Not Assigned
T 1 Not Assignad Not Assgned
Power Driller 12V Trimble ™ 1238 Not Assigned Not Assigned
3.3-Ah Li-lon bamery for the SFH/SF Tremble 254125 Not Assigned Not Assigned
Trinbie @ Not Assigned Nt Assigned
Trimble Not Assigned Not Assigned
Trimble Not Assgned Not Assigned
505050 Hin 508060 Not Assigned Not Assigned
Edeed Descogtion 3.3.Ah Liion batt M 521445 Not Assigned Not Assigned
trertin tocls Trimble 58 Not Assgned Not Assigned
Trimbie Not Assgned Not Assigned
33.Ah Li-ion batiery for the SFH/SF Trimtse Not Assgred Not Assigned
3.3.A% Li-ion batiery for the SFH/SF s Not Assigned Not Assgned
He SAV 14.A Not Aasigned Not Assigned
Asset tomplate Hin 5858585 Not Assigned 2 Asssgned
Pacco battera B 14/1.8 U-lon HE 8 14/1.6 U-on Not Assigned Not Assigned

Prakash Iyer

OF

Item

Description

Templates are essential components that help you manage your fleet of asset.

Each time you register a new asset it is linked to a template based on the
Manufacturer and the Model of the asset you are registering (the templa

te is

created automatically if this is the first time you are registering an asset of this

specific Manufacturer & Model).
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e When you add other assets of this Model, they are linked to the corresponding
template.
e This is very useful as this helps you:
o Ensuring data consistency in how your assets are registered on the
system (e.g. HILTI is always spelt HILTI and not Hilti or hilti or hilty etc.).

Very important when you need good reports!

o Helps you managing Certificates and Services. For example, imagine
you are adding 10 ladders which are all linked to the template
LadderManufacturer-LadderModel. After you’ve added those 10
ladders, you’ve just realised that you forgot to attach a Usage
Certificate ‘Working at Heights’. This is not a problem with
templates, you can simply go to the LadderModel template and add
the Usage Certificate there.

e The Asset Template sub-tab of the Asset Page. This lists all the templates available for

1
the account.
) e The Action buttons. From here you can add, edit and delete templates.
e You cannot delete a template that is linked to assets.
3 e You can search templates here.
4 e Thisis the table that list all the templates.
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Template Page — Add or Edit a template — Asset
Template Details

This explains how to create or edit a new Asset Template on ON!Track

Add Asset Template

LT R BRI Assign Certificates Assign Services

Template Name Model
| ® ©)

Manufacturer

| Select a Manufacturer @'

Description

® B0

O @
B B

Item Description

Compulsory Items — you cannot add a new template if those fields are not
specified.

1 e You need to specify the template name here.
@ e A very good convention is to always name any template you create manually

with asset ModelName-ManufacturerName (or ManufacturerName-
ModelName) e.g. TE 70-AVR - HILTI or TE 3000 — HILTI.

e The asset Model name

The asset Manufacturer name

e Click here to save the Asset Template.

AIWIN
°

Optional Items — you can add a new template without entering those fields.
Using those fields can help you registering an asset faster though!
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e You can upload a picture for the template here.
5 e The picture will be shown by default on all assets registered against this template. You
will still be able to upload another picture for the asset nonetheless.
6 e Adescription for this asset.
2 e You can click on Save and Next if you want to assign Certificates or Services against this
asset.
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Template Page — Add or Edit a template — Assign
Certificates

This explains how to assign Certificates to templates

Edit Asset Template X

Asset Template Details ECHILL RS GLE 250 Assign Services

The following certificates are assigned to this asset template

When you add one or more certificates to an asset template, every asset mapped to this asset template will also have these certificates.

Assign Asset Certificates Assign Usage Certificate
ST - [0 SECTSS| - [0
Certificate Name Certificate Name
'm' Measurement meter calibration 'm' Robotic Layout

® O,
e B

Item  Description

e Asset Certificates are certificates relating to the asset. Electrical Safety
Certificate is a good example for an Asset Certificate. In some countries, it is
not legal to use an electrical appliance in companies if the appliance has not
been certified safe to use by a qualified electrician.

e You can add an Asset Certificate to the template here.

Usage Certificates are certificates relating to how the asset can be used by
employees. For example, handling dynamite on a construction site requires
special certification.

e You can add a Usage Certificate to the template here.

e Click Save and Exit to save the template and close the window.

e Click Save and Next if you want to add a Service to the template.

Hollo
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Template Page — Add or Edit a template — Assign
Services

This explains how to assign Services to templates

Edit Asset Template

Asset Template Details  Assign Certificates Aassign Services

The following services are assigned to this asset template

When you add one or more services to an asset template, every asset mapped to this template will also have these services.

Assign Services

Service Name Interval

m Calibration Every 1 Years

®
(B2

Item  Description

e Please select any Service you would like to add to your template here.

o If you select a Yearly Service here, then each asset linked to this asset will automatically

1 have a yearly service reminder.

e If the Service you need is not available in the list, you need to go to the Template Tab,
Service sub-tab and add the Service there.

2 e Click Save and Exit to save the template and close the window.
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Template Page - Certificates
A high level view of the Template/Certificate Page

=EIT1 OlTraek
A Ooshboard 4 Locations TP Assets B Employees B repors @ seppont ™ r,mr«cmo kb ¥os
Asset Templates Cenificates @«m«
L e [ @ Q
Namna Type Notes Receive Notification? ks Critical?
Asset01 Asset Assar001 Yos, 22 Weeka In advance Yos
Eloctrical cerd sutety intpactons Assan No ‘o
Ladder Aset No Yes
Ut mapections Asset No Yes
Ussge Ne Yer
Asset No Yes
Usage @ No You
Usage L
Usage No
Usage No
asen No You
Safety rasing Asset N Yes
Scafcidng Ayt No Yes
Survey Liconse Ussge No Yeos
Trade Level Usage No Yeos

Item Description

e Asset Certificates are certificates relating to the asset. Electrical Safety
Certificate is a good example for an Asset Certificate. In some countries, it is
not legal to use an electrical appliance in companies if the appliance has not
been certified safe to use by a qualified electrician.

@ e Usage Certificates are certificates relating to how the asset can be used by

1
2
3
4

employees. For example, handling dynamite on a construction site requires
special certification.

e The certificate tab under Templates. This displays all the Asset Certificates and the
Usage Certificates.

e This is the action menu where you can Add, Edit and Delete Certificates.

e You cannot delete a Certificate linked to an Asset Template.

e You can search Certificates here.

e All Certificates are displayed in this table. You can select a Certificate in the CheckBox to
edit or delete it.
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Template Page — Add or Edit Certificates

How to add or edit Certificates

Add Certificate

Is this cedificate for Asset or Usage type? Receive notification? (e.g. 2 weeks In advance)

* Asset Usage @ * Yes No @

Name
| I Select one v Inadvance @
Is centificate critical?

Notes * Yes No @

Item Description

Compulsory Items — you cannot add a new Certificates if those fields are not
specified.

e Asset Certificates are certificates relating to the asset. Electrical Safety
Certificate is a good example for an Asset Certificate. In some countries, it is
not legal to use an electrical appliance in companies if the appliance has not
been certified safe to use by a qualified electrician.

@ o Usage Certificates are certificates relating to how the asset can be used by

1
2
3
4
5

employees. For example, handling dynamite on a construction site requires
special certification.

e You can specify whether you are creating a Usage or Asset Certificate here.

e You can name your certificate here.

e You can specify whether you should get alerts for this certificate here (e.g. a Calibration
Certificate is due every year).

e You can specify the interval for alerts here.

e If a Certificate is critical, this will get a warning Alerts on the Dashboard.

Optional Items — you can add a new Certificate without entering those fields.
Using those fields can help you registering an asset faster though!
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You can add a description here for your information.

Click on Add to create save your Certificate.
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Template Page — Services

A high level view of the Template/Services Page

LT ONTTrack

A Osshboard 4 Locations TP Assete & Employees B rerorn @ seppont ™ Trmv«c.no Had Virtos

ey - (O
R ENO) EEmNOD
Nasne Artachments Receive Notification? Intervasl

Cattranon Yes. undetnad Atachment(s) No Every 1 Months

Description
g e ON!ITrack Services help you manage the services you do on the system and the

service history and cost.
1 e The Services tab under Templates. This displays all the Services available on the system.
e This is the action menu where you can Add, Edit and Delete Services.

2
e You cannot delete a Service linked to an Asset Template.
3 e You can search Services here.
a e All Services are displayed in this table. You can select a Services in the CheckBox to edit
or delete it.
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Template Page — Add or Edit Services

How to add or edit Services

Add Service

Name Receive notification? (e.g. 2 weeks in advance)
@ * Yes No @
I
Select one ¥ | In advancea @
Description
Interval (e g. every 3 months)
Every Select one v @
Attachmanta

E=0

®
[ s

Item Description

Compulsory Iltems — you cannot add a Service if those fields are not specified.

1 e The name of the Service (e.g. Oil Change).

) e You can specify whether the users should get an alert / warning to do this Service or
not.

3 e You can specify how much time in advance the warning should be triggered.

a e You can enter a Service Description if necessary (e.g. list of checks to run for the
service).

5 e You can specify the interval between Services (e.g. every 3 months).

6 e Click Add to save your Service.

Optional Iltems — you can register add a new Service without entering those
fields. Using those fields can help you registering an asset faster though!

7 | e You can upload an attachment to your service (e.g. checklist for your service).
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Reports Page — How to Generate a Report

How to use the Reports Page to generate your reports

LTl Hilti ONITrack
ﬁ Dashboard ‘1 Locationa w Azaets .'. Employees m Templatea @ Suppert m Tranafers H"'u IR
Avallable Reports @ Applicable Filters for the selected report
— = o (3) |
POF
@
¥ Asset Group Assat Category
Asset Transfer History =2
Eraakers Status
Transfer History by Scan Code Combi Hammers
Transfer History by Location Dvill Bit = + State
Centificates =2 A
Employes In Transit
All expired certifications In Warehause
On Site
All active certifications ) Location
Services 2 - a Asset Greated Date Range
Nendein
Services by time frame Test Warehou
Uchanhoten
Overdue services{or services tha.
Service History Managed As

Item Description

e This panel lists all the reports available.
e You can click on any report (e.g. ‘Transfer History by Scan Code’ or ‘All Expired
1 Certifications’) to select it. Once you’ve selected a report, the available fields are
displayed on the right hand side.
e Inthe screenshot above, the ‘All Assets’ report is selected.
e Once areport is selected, the available fields of the reports are displayed in the middle
of the screen. You can click any you wish and select and filter the categories you want.
e For example, in the ‘All Assets’ report, it is possible to display the Asset Group
information.
e To make more advanced selections, you can:
o You can select all groups (click on one group and press Ctrl + A) or
o You can select only some groups (click on one group, press and hold Ctrl and
click on the other groups you want to display).
e You can select whether you want the report in PDF or in Excel.
3 e You are limited to 10 columns in pdf (for formatting reasons) but you can export all
columns with Excel.

e Once you are happy with your selection, you can click on ‘Generate Report’.
4 e This will generate a pdf report and you will be asked where you want to save your
report.
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Transfer Page

How to Transfer Assets to different Locations or to other Employees

A e e e R s @ EEm® e

Add 2 x Date

ERY Transtor Back Date @ =
Asset(s) transfer 7 0 e
Ml Scan Code Model From Responsible Emplo... From Location *  Return Date Quantity Buchs @
W ses TE 3000-AVR John Smith Schaan John Smith ~ ] 1 Nendein
W se0 TE 3000 AVR John Smith @ Schaan John Smith - [a] ‘ Schasn

Uchenhof
Cordiess Toos (5 assats) "W At 10 Transter Gar @n @ e a
o o
f ”

Total hems: 2

Description
g e The Transfer Cart allows you to transfer assets to different Locations or assign

them to other employees.

e The first thing you need to do is add assets to the Transfer Cart.

1 e You can do this by typing or bar code scanning an asset in this field and then pressing
add.

) e You can also add assets to the Transfer Cart by selecting them on the Location Tab or
the Asset Tab and by clicking on the menu item ‘Add to Transfer Cart’.

3 e All the assets you’ve added to the Transfer Cart will appear in the middle grid.

a e Once you have selected assets to transfer, you can select the destination where you
want to send those assets.

5 e You can search for you locations here.

6 e You can also add a note for the transfer. This will show in reports.

e You can backdate transfer here. Backdating transfers allows you to record a transfer in

the past. For example, on a Monday morning, you can transfer an asset back to your

7 warehouse and backdate it to last Friday (tools were dropped last Friday at the
warehouse). This means the transfer will appear to have happened on Friday and not on
Monday.
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e When you are happy with your list of asset to transfer and the destination, you can click
on Transfer Assets to transfer your assets.
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Accessing Company Settings
Company Settings are global settings about your ON!Track System

ON!Track
™ & Add
Category Quantity Responsible Em... Description
Asset 1 Daitha Shankarone SF14-A+B14/3.3(2) In-Warehouse Denmark
Assat 1 Daitha Shankarone Kit SCM 22-A circul In-Warehouse Denmark
Asset 1 Daitha Shankarone Theodolite POT 10 In-Warehouse Denmark

Item Description

e Company Settings can be accessed by clicking on your login name on the top right of
any ON!Track tab and selecting Company Settings in the menu.

1
@ e Company settings are the place where you can edit key global settings and

also the list of Manufacturers!

e Access to Company Settings is only available to ADMIN users.

e Ifyou need to add a Manufacturer to the list of Manufacturer and you do not
have Admin rights, you should contact the ON!Track Administrator in your
company.
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Company Settings Page

A quick overview of the Company Settings Page

A Dastvowd 4 Locations TP Assets B Empioyees T Tomptates [l Repots @D suppont TR Tanster Crt b Virtos

Acme Corporation Status Actve @
Accress X ci500, Castomia, United States, - 51212
2 oud com

Contact Nuember

URL

Company Settings Module Manage Opticen List
/ Eon
Marutacturers
o

Require Acknowlesgement

Return Dos Advance Notification leterval N Ritum Dus Notsicasen el

Item Description

e This is the status of your ON!Track Customer Account (note: this is the whole company
account, not your own login!).

1 . .
e The status should always say Active. If not you should contact your Customer Service
Representative immediately.
) e This is your Company Details. You can upload the Company Logo or specify your
Company registered Address here if you want.
e This is the Settings Module Panel.
e From here you can configure different aspects of your ON!Track account.
e The items you can manage here are:
3 o Transfer Settings (whether a Delivery Confirmation is required or not).
o Manufacturer (the list of Manufacturer that can be used when registering
Assets)

o Import or export assets.

@ e If you want to edit any settings in the Module Panel, you have to click on ‘Edit’.
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Company Settings — Transfer Settings

How to configure your Asset Transfers

Edit Transfer Settings

Require Acknowledgement « Yes No @ @

Retumn Due Advance Notification Interval Every Selectaninterval Vv

Item  Description

e You can specify whether your transfers require a Delivery Confirmation or not (called
1 Acknowledgement).
e Selecting ‘Yes’ means that all your asset transfers will be marked as ‘In-Transit’ until an
employee acknowledge (confirms) their delivery.
e Acknowledgement enforces accountability.
@ e The person acknowledging the delivery is confirming he/she is in possession of
the asset at the time of the acknowledgement.
) e The Return Due Advance Notification Interval specifies how often the Employee
Responsible for the asset will get notification that the asset is due back.
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Company Settings — Manufacturer List

How to add new Manufacturer to the list of Manufacturer

N S
nport ana Export Samngs e

Item Description

1 e This is the Action menu where you Add, Edit or Delete manufacturers.
2 e You can search manufacturers here.
e This table lists all Manufacturers.
3 e You can select Manufacturer names by clicking on the CheckBox. This will allow you to
Edit a Delete it.
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Company Settings - Import

Asset Import allows you to import assets automatically into ON!Track

Cosnpaaity S4tlings Module Marig Cptions List
e St

M factires
M Diarwrioad thes template, 1111 the detalls required and then upioad

Pl wplcad only files with xis, xisx, cov axtenslons and sl of the file should not axcesd Sae.

=0

Item Description

In order to proceed to an Asset Import, all Unique Assets must have a Unique
ID. This is most of the time the case when you have engraved or marked all
your assets with a Unique ID already.
@ If your assets are not already all marked with your own IDs, it is generally
much easier to label you assets with a Hilti Tag and register them one by one
on ON!Track using the Web Application, the Hilti ON!Track RFID Reader or the
Smartphone Application.
e Itis not possible to undo an Asset Import. This means that you will have to
delete any asset manually if you imported them incorrectly
o It is highly recommended you get assisted by a Hilti ON!Track Consultant to do
any import.
e You can download an Import Template here.
e The template will have all your locations and asset groups already in.
2 e You can upload your asset import file here.
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Accessing User Settings

User Settings helps you configure the ON!Track System to your needs

Hilti ON!Track

E Reports @ Support 1!; Transfers Hu? Virtq§ v
™= 4 Ads 2 £ Company Settings
&o User Settings o
del Manufact...  Category Quantity Responsi... Sta
Log Out
Consuma.. 123 Hub Virtos In Wareho.. Buchs
Consuma.. 20 John Smith In Wareho.. Colorado
3000 A. Hilti Asset 1 Hub Virtos In Wareho.. Buchs

Item  Description

1 e User Settings can be accessed by clicking on your login name on the top right of any
ON!Track tab and selecting User Settings in the menu.
e User settings allows you to select the landing page for your assets. If you
mostly do transfers, set the landing page to be the Transfer Cart!
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User Settings — Landing Page

How to configure your landing page

ﬁ Dashboard 1 Locations W Asgsets & Employees

User Settings

Landing Page Settings
Select a default Paﬂ‘

Default Language Settings
Dashboard

Locations
Assets
Employees
Templates
Reports

# Transfers @

Support

Item Description

1 e When you arrive in the User Settings, the Landing Page Settings are selected by default.
2 e You can select a landing page here.
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User Settings — User Language

How to configure your Language

ﬁ Dashbeoard 1 Locations w Aazets a Employess
User Settinga

Landing Page Sattings
Select the default language

Defauit Language Settings o

French

Dutch

= English @

German

Item Description

1 e If you want to change your language, you need to click on Default Language Settings.
e You can then select the language you want.

2 e Your language will be instantly updated throughout the application.
e The login page will also use your language.
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