OASIS Asset Management

This set of options substantially replicates the stocktake functions of OASIS Library but working on the OASIS Admin Asset register files.

The COMMENT field in IEQUIP.D is used to store a unique Asset barcode. Up to the first 12 characters are used for the barcode, the rest of the comment field can be used for a comment. Any characters following a space are ignored and are considered to be the rest of the comment. The asset barcode needs to be entered for each asset before the system can be used 

The field IEQUIP->MISSING is used to indicate the status of an asset. As far as OASIS is concerned there are two valid values: 

N - the asset is NOT missing 

Y - the asset IS missing. 

This stocktake system uses additional codes in this field to indicate stocktake status. 

S - the asset has been initialised for stocktake but has not yet had its barcode scanned. 

W - the initialised asset has had its barcode scanned (“Wanded”). 

X - a previously missing asset has been scanned. 

The codes S, W and X are reset to either Y or N during Finalisation.

1 Maintain Assets

This option is used to enter and maintain the Asset barcode for each item. The MISSING field can also be edited here. Each asset may have unique identifying barcode assigned to it using this option. You cannot alter any other details of the asset using this option. This is to ensure the integrity of the asset register is maintained.

2 Initialise Stocktake

A stocktake can be initalised for all assets or for the following subsets:

· Building

· Room

· Staff member responsible

If the asset is not already missing (MISSING field is NOT ‘Y’) and the Disposal Date is blank (i.e. not disposed, initialisation will change the MISSING field to ‘S’ (Stocktake Pending) for all assets in the subset selected.

An Audit Trail report of the changes is produced and may be printed using 6 Audit Trail.

3 List Assets

These reports allow the progress of the stocktake to be monitored at a summary or detailed level.

The ‘Responsible Staff Member’ reports are useful when a staff member leaves to ensure that all assets they are looking after are accounted for.

Several options for listing the assets are available:

<A>ll or <O>outstanding

Outstanding displays only those assets still with a MISSING Status of ‘S’ i.e. initalised but not scanned in the stocktake. Not yet accounted for.

<S>ummary or <D>etailed

Summary:

Produces a table by Building and Room of the number of items of each possible status

Missing:


Missing/Status = Y

OK


Missing/Status = N

Yet to be Scanned
Missing Status = S

Detailed

Lists each individual asset and its status

Asset#, Barcode#, Description, Make, Model, Serial #, Date Last Sighted, Responsible staff member, Status

<A>ll, <B>uilding, <R>oom, <S>taff Member Responsible.

Select the subset required.

4 Identify Assets

This option allows assets to be identified as ‘accounted for’ in the stocktake.

Staff Member doing the stocktake.

Used to update the ‘Last seen by’ field. (lookup on Staff code)

Date of Stocktake:


Used to update the ‘Last Stocktake Date’ field.

Asset Location (Building/Room) code


Used to check that the item is in its recorded location (lookup on Building/Room)

Downloading for a portable barcode reader (Y/N)


If Yes, Warning messages are not output to the screen during entry. Messages are always output to the Audit Trail file. The usual caveats apply to testing the delay required when downloading.

Enter Asset Barcode or New Location Code


The barcode of each asset is entered. If NOT downloading from a Barcode reader, warning messages will be displayed where an asset’s details are incorrect in some way.

Message





Reason

This Asset is marked as disposed



Disposal date is not blank

This Asset has not yet been initialised for stocktake

Missing Status = “N”

This Asset has already been wanded


Missing Status = “W”

This Asset is marked as missing. Rejoice at its return!

Missing Status = “X”

If no warning message is displayed, the Missing Status field is changed from ‘S’ to “W’ (wanded) and the  LASTSEEN and STTAKERID are updated with the Stocktake Date and the Staffcode of the ‘Staff Member doing the Stocktake.

If an entry is not a valid Asset barcode, it is checked for validity as a Building, Room, or Building/Room code. If a valid code is found, the asset location is switched to the new location. This means that a location change can be included in a run of asset barcodes rather then needing separate batches for each location.

At present, the declared location is not checked against the actual location of the asset, but this should be added.

An Audit trail report of the items can be displayed or printed using 6 Inspect Audit Log.

5 Finalise Stocktake

Scan through IEQUIP.D and finalise the stocktake changes.

If MISSING 
= N
leave as is. Not initialised



= Y
leave as is. Not initialised



= S
Change to Y (=Missing) Was initialised but not wanded.



= W
Change to N (=Not Missing) Has been wanded



= X
Change to N (=Not Missing) Has been recovered.

A Management report is produced listing the changes and can be displayed or printed using 6 Inspect Audit Log.
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