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Getting Started

The following questions clarify how to get started with ON!Track.

What is ONI!Track?

Hilti ON!Track is the professional solution for managing all of your
assets, regardless of manufacturer. The software makes it easy to
track and search for assets to minimize losses, to maintain inventory
lists quickly and easily, all in one place, and to get automated alerts
as reminders for repairs, servicing and inspections.

How does the overall ON!Track process look like?

e Once you log in ON!Track, the first view is the dashboard; here
you see your locations on the map, your asset status and the
asset details below. By clicking on the locations and areas
below, respective detailed information are shown.

LT Hilti ONITrack

mm 4 Locations TP Assots & Employees T Tempiates [l Reports

Tunesien

e By clicking on the respective main-navigation points, i.e.
dashboard, location, assets, employees, templates, and reports
you can retrieve respective information.



ﬁ Dashboard 1 Locationa w Aszzeta & Employees m Templates E Reports

e Under location you manage your (parent) locations; you can
add and specify new ones as well as edit and delete existing
ones. Here, you can also assign assets to specific locations.

10012748 Hil Asset 1 Huber Vir

A Dnhmg [PRSRN TP Assets B Employees T Templates [ Reporta ™ rw..-.oWW_‘"WW-
+ 7 e - " map
Losations ™ | o Asd ol |-l I
1. Warchouses Friendly Name T Scan Code T Altemate Code T Manufacturer T Model T Descripton T Category T T Quantity  Responsib)
. 288 ii
r G 10012748 Hii Assat 1 Hubsrt Vir
10012752 Hit Assat 1 Hubart Vin
4R
Qs

Hilti Assat

e Under assets you manage your assets, commodities, and
consumables; you can add and specify new ones as well as edit
and delete existing ones. Here, you can also transfer assets
from one location to another or assign certificates to your
assets.

All Assets TH

Friendly Name
[ 9005481 Hiti TE 3000-AVR Breskers b o Asset
9095462 Hiti TE 3000-AVR Breakers Abbr Assat
9995486 Hit TE 1500-AVR Breakers

0005488 Hiltl TE 1500-AVR Breakers bbruchhammer Asset

e Under employees you manage your employees (ON!Track
users), you can add and specify new ones as well as edit and
delete existing ones. Here, you can also assign certificates to
employees or define rights management for the other ON!Track
users as an administrator.

A n..hm91 Locations TP Assets [LAESNEE MY Tempiates [ Reports ™ rmmr.ohwmf-

-
+ acd

Name 1T Designation T T T Number of Assets  Email T Contact T

o - 0 ———

Serge) Weber §  ————

Sistan Fy 20 ————

uuuuuuuuuuuuuuu ————

Schind| 0 ————
Swapnil Luktuke 0 —————
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e Under templates you manage your asset templates, certificates
for assets and employees as well as services for assets; you can
add and specify new ones as well as edit and delete existing
ones.

T il ONITrack

A Dnh».-g 4 Locations TP Assets & Employees & Repors ™ fﬂmnfmo Sergei Weber ,

e

o s ch
Template Name 1Y Description Manufacturer T Model Services T Certificates
TE 1500-AVR-Hilt Abbru immer Hil TE 1500-AVR Not Assigned Not Assigned
TE 3000-AVR-Hif Abbruchhammer Hiti TE 3000-AVR 1 Assigned
TE 3000- Burineur TE 3000-AVR TPS 23( Hilti TE 3000-AVR Not Assigned
TE8-A Hit TEB-A Assigned
TE 70-ATC-AVR-Hilti Kombshammer Hilty TE 70-ATC-AVR Not Assigned
TE 70-ATC-Hity Kombihammer Hiti TE70-ATC 1 Assi Not Assigned
TE 70-AVR-Hiti Kombrharmmer Hit TE 70-AVR 1 Assigned Not Assigned
TE B00-AVR-Hitt MaiBeihammer H TE 800-AVR Not Assiged Not Assigned

e Under reports you can automatically run reports about your
assets, certificates, services, and employees.

=11 Hilti ONITrack

A Dnhm91 Locations TP Assets & Employees TG rmpmu ™ rmmr.o“W_""W-
Available Reports Applicable Filters for the selected report
Assets = RepertType  £xCEL -
Al Assets
Asset Transter History -]
Select a report on the left pane and then choose various filters accarding to your reporting needs.
ransfer History by o
Transter History by L
ertificates -]
Al axprad certiications
Al ctive cer s
Services -]

e Under transfers (located on the right-hand screen side) you can

automatically create reports about your assets, certificates,
services, and employees.

=T Hiti ONITrack

A 0e0oD { Lotorn TP s & Erpirees T Terpieis [ Ferors [T e
Transfer Cart Transfer Histery
Assetis) transter = m To Location
m Friendly Name T  Scan Code T AltemateCode T Model T Quantity ToEmployee T FromLocation T  From Employee T Fetum Date @ 1. warehouses
] DCFE2E Drill 10013628 DCF 826 1 Serge) Websr w Warshouse Boston Serge) Weber [ 2 Q 2 Jobsess
] SF144.A Dril 101616 e SF 144-A 1 Sergej Weber w Warehouse Boston Serge Weber I Qo .
m UD18 Dr HIL-UD18 uD 16 1 Serge) Waber jarshouse Boston  Serge) Weber [
@ 2 Retired Asse
@ 5 Servica Cont

e Under your own login name you can find the company and user
settings, the support page and the possibility to logout.



A n..nm91 Locations TP Assets & Employees TR Templates [ Reports ™ rm,ﬁo“ﬂ'w{yﬂwr-

" Virtos Inc. Status. 1 Active

VIRTOS Address : Faickorchsrstr. 100, Schasn, Switzsriand Created on : 23082015
w 7 e
Company Ssttings Manage Options List
# et

Manufach

st Requires delivery confirmation Yes
import and Export Settings

Retum Due Advance Notiication Interval = No Aetur Due Notiication Interval

Email Aerts
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How to add, edit, and delete a location?

Locations specify where your assets are located or to transfer next.
These are typically specific warehouses, jobsites, service centers, or
vehicles. The following questions will clarify how to add new
locations as wells as how to edit and delete existing ones.

How to add a new location?

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees .@ Templates E Reportz

2. Click on the plus icon in the sub-navigation bar; a data entry
screen opens after clicking on the icon.

ﬁ Dashboard w Assets & Em
>+ -

Locations H

3. Choose a parent for the new location by clicking on the
respective location (i.e. warehouses, jobsites, etc.)
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Add Location

Hierarchy Selegggan Location Details

Chooze a paren he new location Or create new location

1. Warehouses )
0

0O o ohsites

4. Click on save and next at bottom of the selection screen to
proceed the data entry on the location details tab.

Save and Exit Save and Next <::|

5. Fill out the data required on location details tab; mandatory
fields are marked red, a complete data entry is advised.

Add Location

Hierarchy Selection

Location Detaila

Type Name D
| Select Location Type <: A |'n‘".'ErE|‘GUEE Boston <:
Cost Center Manager Contact Mumber

Description

6. Click on save and exit at bottom of the data entry screen to
complete the addition of a new location.

Save and Exit <:::|
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How to edit a location?

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Click on the plus icon to expand the vertical navigation below.

ﬁ Dazhboard w Azzets & Em

+ 7 [

Lecations |:>

@ 1. Warehouses

O 2_ Jobsites

Q 3. Vehicles

3. Click on the location to be edited.



ﬁ Dashboard 1 Locations w Azzets & Em
+ 7 0

Locations =
—| @ 1. Warehouses
@ Buchs Warshouse

@' San Jose Warehouse

W Warehouse Boston (BOS)

= O 2 Jobsites

4. Click on the pencil icon to edit the selected location; an editing
screen with the locations details opens upon clicking on the
icon.

ﬁ Dashbkoard w Azzets & Em
)/ ®
Locations =
—| @ 1. Warehouses

@' Buchs Warsghouse

@' San Jose Warehouse

W \Warehouse Boston (BOS)

—| O 2_Jobsites

5. Edit the locations details as required; mandatory fields are

marked red, however a complete data entry is advised.
10



Edit Location

Location Details

Type Name D

| Warehouse <: A Warehouse Boston <: BOS
Cost Center IManager Contact Number
SococilMobor 2GiZoazoa0n

6. Click on save and exit at bottom of the editing screen to
complete editing the location.

save and Exit <:|

11
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How to delete a location?

Note: Locations with assigned assets cannot be deleted. In order to
delete those locations, first remove the asset assignments.

1. Click on locations in the main navigation bar.

ﬁ Dashbkoard 1 Locations w Aszszets & Employees m Templates E Reports

2. Click on the plus icon to expand the locations structure below.

ﬁ Dashboard 1 Locations w Aszszets & Em
+ 7 0

Locations |:>

@ 1. Warshouses

O 2. Jobsites

Q 3. Vehicles

12



=TT

3. Select the location to be deleted by clicking on it.

ﬁ Dashboard 1 Locations w Aszzets & Em
+ 7 0

Locationsz =
—| @ 1. Warehouses
@' Buchs Warehouse

@ San Jose Warehouse

® \Warehouse Boston (BOS)

= O 2 Jobsites

4. Click on the trashcan icon to delete the selected location; a
confirmation screen opens upon clicking the icon.

ﬁ Dashboard w Azzets & Em
E—
Locations =
—| @ 1. Warehouses

@' Buchs Warehouse

@' San Jose Warehouse

W Warchouse Boston (BOS)

—| O 2_Jobsites

13
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5. Click on yes to delete the respective location permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Location

i
M Are you sure you would like to delete the location "Warehouse

Boston (BOS)"?

. .

14
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How to add, edit, and delete a parent

location?

Parent locations specify location types, i.e. warehouses, jobsites,
vehicles, etc. The following questions will clarify how to add new
parent locations as well as how to edit and delete existing ones.

How to add a new parent location?

1. Click on locations in the main-navigation bar.

ﬁ Dashbkoard 1 Locations w Aszszets & Employees m Templates E Reports

2. Click on the plus icon in the sub-navigation bar; a data entry
screen opens on-click.

ﬁ Dazhboard 1 Locationa w Azzets & Em

= +

Loecations H

3. Click on new location; an text field for the location name is
displayed.

15
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Add Location

Hierarchy Selection Location Details

Choosze a parent for the new location Orcre{ |new location

1. Warehouses )
0

0O o ohsites

4. Enter a new parent location name in the text field.

Add Location

Hierarchy Selection Location Details

Choosze a parent for the new location Or create new location

=

@ 1. Warehouses

5. Click on save and next at bottom of the selection screen to
proceed the data entry on the location details tab.

Save and Exit Save and Next <::|

6. Fill out the data required on location details tab; mandatory
fields are marked red, a complete data entry is advised.

Note: The dropdown “type” contains pre-defined location types,
such as container, jobsite, location group, vehicle, and
warehouse. Choose a location type that fits best for your
location’s purpose.

16
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In order to be able to select a location manager, the person
must have been previously defined in ON!Track; you can define
a person as such by choosing “location manager” in the
responsibility dropdown on the person’s edit page under
employees.

Add Location

Hierarchy Selection Location Detaila

Location Detailz

Type Name D
| Select Location Type <: v |'."-:afe|'cuee Boston <:
Cost Center Manager Contact Number

-

Description

7. Click on save and exit at bottom of the data entry screen to
complete the addition of a new parent location.

save and Exit <::|

17
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How to edit a parent location?

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Click on the parent location to be edited.

ﬁ Dazhboard 1 Locations w Azzets & Em

+ 7 0
Locations

@ 1. Warehouses

O 2_ Jobsites <:|

Q 3. Vehicles

3. Click on the pencil icon to edit the selected parent location; an
editing screen with the locations details opens upon clicking on
the icon.

ﬁ Dashboard w Aszszets & Em
>/ @

Locations
@ 1. Warshouses

Q 2. Jobsites

Q 3. Vehicles

18
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4. Edit the parent locations details as required; mandatory fields
are marked red, a complete data entry is advised.

Edit Location

Location Detaila

Type Name D

| Jobsite <: A 2. Jobsites <:

Cost Center Manager Contact Number

5. Click on save and exit at bottom of the editing screen to
complete editing the parent location.

Save and Exit <:|

19
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How to delete a parent location?

Note: Parent locations with assigned assets cannot be deleted. In
order to delete those locations, first remove the asset assignments.

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reportz

2. Select the parent location to be deleted by clicking on it.

ﬁ Dashbkoard 1 Locations w Assets & Em
4+ 7 1
Locations

@ 1. Warehouses

02. Jobsites <:|

Q 3. Vehicles

3. Click on the trashcan icon to delete the selected parent
location; a confirmation screen opens upon clicking the icon.

20



ﬁ Dashboard 1 Locations w Azzets & Em

E—
Locations

@ 1. Warehouses

O 2 Jobsitas

Q 2. Vehicles

4. Click on yes to delete the respective location permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Location

il
M Are you sure you would like to delete the location "2. Jobsites"?

< e

21
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How to add, edit, delete, retire, and transfer

an asset?

Asset as a collective term not only includes work tools (like power
tools and machines) but also commodities (like gloves or ladders) and
consumables (like screws). The following questions clarify how to add
new assets as well as how to edit, delete, and transfer existing ones.

How to add a new asset?

Note: Although there are various approaches to add an asset, the
simplest manual approach is described here.

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reportz

2. Click on plus icon (“add”) to add a new asset; a data entry
screen opens on-click.

ﬁ Dashboard w Aszzets & Employees m Templates E Reportz

+ s =

Locations 1‘_], + Add

|4

3. Fill out the data required on asset details tab; mandatory fields
are marked red, a complete data entry is advised. In order to
see all mandatory fields, please scroll down in the asset details

tab.
22
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Note: scan code refers to the unique code that can be found on
the barcode label you equip your asset with. Alternate code is a
self-chosen code, which also needs to be unique and must not
be assigned twice.

Add Asset
Azzet Detailz Managed Az Certificates Services
Azzet Detailz
Category Scan Code Alternate Code

EREN =T =N =

Scan code or Alternate code is mandatory.

Serial Number Template Name Manufacturer
Q Q >

We strongly advise you to enter the to...

Model Description Asset Status
Operational v ﬂ 1: )

Friendly Name

Ownerzhip and Storage Details

Default Location Current Location Owner
|1 Warehouses <: v | 1. Warehouses Hubert Virtos <: v

Managed As Asset Group Storage Location
| Owned <: v | Select an Asset Group <:

Attachments Notes

Upload

4. Click on save and next at bottom of the data screen to proceed
the data entry on the managed as tab.

Save and Exit Save and Next <::|

23
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5. Fill out the data required on managed as tab; a complete data
entry is advised.

Add Asset

Aszzet Details Certificates Services

Managed Az : Owned

Purchase Date Purchase Price Purchase Currency

uso A

6. Click on save and next at bottom of the data screen to proceed
the data entry on the certificates tab.

Save and Exit Save and Next <::|

7. Select and add certificates required to an asset on certificates
tab.

Note: In order to add certificates on this screen, they must have
been previously added to ON!Track; you can add certificates
under main navigation point templates.

Add Asset

Azszet Detailz Managed Az Services

No certificates are assigned to this asset.

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

certificate(s).

Asset Certificates Employee Certificates

Select Certificate v m <:| Select Certificate v m <:|

8. Click on save and next at bottom of the data screen to proceed
the data entry on the services tab.

Save and Exit Save and Next <::|

24
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9. Select and add services required to an asset on services tab.

Note: In order to add services on this screen, they must have
been previously added to ON!Track; you can add services under

main navigation point templates.

Add Asset

Agzset Details Managed Az Certificates

No service tasks are scheduled for this asset.

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

Schedule Services

Select a Service A m <:

10. Click on save and exit at bottom of the data entry screen to
complete the addition of a new asset.

save and Exit <:::|

How to add a Hilti asset by using the serial number?

1. Click on locations in the main-navigation bar.

ﬁ Dashboard 1 Locations w Azzetz & Employees m Templates E Reports

2. Click on plus icon (“add”) to add a new asset; a data entry
screen opens upon clicking on the icon.

25
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ﬁ Dashboard 1 Locations w Aszsets & Employees m Templates E Reports

+ / =

Locations + Add

|4

3. Fill out the serial number field with the respective serial
number of your Hilti asset on asset details tab.

Note: While typing, the matching serial number will be shown
instantly.

Add Asset

Managed As Certificates Services

Agzzet Details
Category Scan Code Alternate Code
Asset v

Scan code or Alternate code is mandatory.

Serial Number Template Name Manufacturer
| Q v

We strongly advise you to enter the to...

4. Select the correct serial number in the dropdown, which is
displayed automatically during the typing; on selecting the
serial number, selected asset data is pre-filled automatically on
the asset details and managed as tab.

Note: Mandatory fields are marked red, a complete data entry,

especially e.qg. serial number, manufacturer, and model is
advised.

26




Add Asset

Managed As Certificates Services

Azzet Details
Category Scan Code Alternate Code
Asset v

Scan code or Alternate code is mandatory.

Serial Number Template Name Manufacturer

1000 Q =

100015
100014 Description Asgset Status

100013 Operational v ﬂ m
100009
100008

100003
100004

5. Click on save and next at bottom of the data screen to proceed
the data entry on the managed as tab.

Save and Exit Save and Next <::|

6. Fill out the data required on managed as tab; a complete data
entry is advised.

Add Asset

Asazet Details Certificates Services

Managed Az : Owned

Purchase Date Purchase Price Purchase Currency

usD -

7. Click on save and next at bottom of the data screen to proceed
the data entry on the certificates tab.

Save and Exit Save and Next <::|

27
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8. Select and add certificates required to an asset on certificates
tab.

Note: In order to add certificates on this screen, they must have
been previously added to ON!Track; you can add certificates
under main navigation point templates.

Add Asset

Azszet Detailz Managed Az Services

No certificates are assigned to this asset.

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

certificate(s).

Asset Certificates Employee Certificates

Select Certificate v m <:| Select Certificate v m <:|

9. Click on save and next at bottom of the data screen to proceed
the data entry on the services tab.

Save and Exit Save and Next <::|

10. Select and add services required to an asset on services tab.

Note: In order to add services on this screen, they must have
been previously added to ON!Track; you can add services under
main navigation point templates.

Add Asset

Azszet Detailz Managed Az Certificates

No service tasks are scheduled for this asset.

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

Schedule Services

Select a Service v m <:

28
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11. Click on save and exit at bottom of the data entry screen to
complete the addition of a new asset.

Save and Exit <:|

29
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How to edit an asset?

1. Click on assets in the main navigation bar.

ﬁ Dashboard 1 Locations w Agzeta & Employees m Templates E Reports

2. Click on the plus icon to expand the asset groups structure

below.
ﬁ Dashboard 1 ana'tinns& Emp|
+ 7 0
Aszzet Groups

Assets

Commodities

Consumables

3. Select the asset sub-group where the asset to be edited is
included.

30



ﬁ Dashboard 1 ana'tinns& Emp|
£ + 7 0

[
Aszzet Groups
=  Assets
Breakers

Combi hammers
-~ em
Measuring
Mail gun
Saws
Voltage Detectors
Commadities

Consumables

4. Select the asset to be edited by ticking the respective checkbox.

Note: Only one asset at a time can be edited.

bloyees .% Templatez E Reports

TR Add to Transfer Gart | o= Add 4 Edit [f] Delete

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

5. Click on edit to edit the selected asset; an editing screen with

the asset details opens after clicking to edit.
31
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bloyees .% Templatez E Reports

TR Add to Transfer Gart | o= Add 4 Edit

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

6. Navigate to the respective tab (asset details, managed as, etc.)
where editing is required and edit data accordingly; mandatory
fields are marked red, a complete data entry is advised.

Edit Asset X

Azzet Detailz
Category Scan Code Alternate Code

Asset v |HIL-UD'5

7. Click on save and exit at bottom of the editing screen to
complete editing the asset.

save and Exit <:l‘:|

32
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How to change the status of an asset from
Operational to Broken, In Repair, Lost or Stolen, or

Retired?

1. Click on assets in the main navigation bar.

ﬁ Dashboard 1 Locations w Agzets & Employees m Templates E Reports

2. Click on the plus icon to expand the asset groups structure

below.
ﬁ Dashboard 1 ana'tinns& Emp]|
+ 7
Aszzet Groups

Assets

Commodities

Consumables

3. Select the asset sub-group where the asset with the status to
be changed is included.

33



ﬁ Dashboard 1 ana'tinns& Emp|
£ + 7 0

[
Aszzet Groups
=  Assets
Breakers

Combi hammers
-~ em
Measuring
Mail gun
Saws
Voltage Detectors
Commadities

Consumables

4. Select the asset with the status to be changed by ticking the
respective checkbox.

Note: Only one asset at a time can be processed.

bloyees m Templates E Reports

TR Add to Transfer Cart | = Add o Edit [f] Delete

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

34
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5. Click on edit; an editing screen with the asset details opens on-
click.

bloyees m Templatez E Reportz
TR Add to Transfer Gart | o= Add 4 Edit

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

6. On the asset details tab in the asset status dropdown, select
the suitable asset status: broken, in repair, lost or stolen, or
retired.

Note: Operational is the pre-defined asset status.

Edit Asset b4

Managed Az Certificates Services

Azzet Details
Category Scan Code Alternate Code
Asset v |HIL—UD'S
Scan code or Alternate code is mandatory.
Serial Number Template Name Manufacturer
Q, UD 16-Hilt Hilt

We strongly advise you to enter the to...

Model Description Asset Status
uD 16 Operational v

Friendly Name

UD16 Drill

7. Click on save and exit at bottom of the editing screen to
complete editing the asset.

save and Exit <:|

35
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How to delete an asset?

1. Click on assets in the main-navigation bar.

ﬁ Dashboard 1 Locations w Agzeta & Employees m Templates E Reports

2. Click on the plus icon to expand the asset groups structure

below.
ﬁ Dashboard 1 ana'tinns& Emp|
+ 7 0
Aszzet Groups

Assets

Commodities

Consumables

3. Select the asset sub-group where the asset to be deleted is
included.

36



ﬁ Dashboard 1 ana'tinns& Emp|
£ + 7

Aszzet Groups
=  Assets
Breakers
Combi hammers
-~ em
Measuring
Mail gun
Saws
Voltage Detectors
Commodities

Consumables

4. Select the asset to be deleted by ticking the respective
checkbox.

Note: Assets that have been transferred once cannot be deleted
but only retired. Furthermore, neither commodities nor
consumables can be deleted and/or retired, if the amount is not
0.
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bloyees .@ Templatez E Reports

TR Add to Transfer Gart | o= Add 4 Edit [f] Delete

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

5. Click on the trashcan icon (“delete”) to delete the selected
asset; a confirmation screen opens after clicking.

bloyees m Templates E Reports

TR Add to Transfer Cart | = Add o Edit [f] Delete <:|

Friendly Name T Scan Code T Alternate Code T Manufacturer

UDA6 Drill HIL-UD16 Hilti

6. Click on yes to delete the respective asset permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Asset

7

Are you sure you want to delete the following Asset?
HIL-UDAG

T e
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How to transfer an asset to another location?

1. Click on assets in the main-navigation bar.

ﬁ Dashboard 1 Locations w Agzeta & Employees m Templates E Reports

2. Click on the plus icon to expand the asset groups structure
below.

ﬁ Dashboard 1 ana'tinns& Emp|
+ 7

Aszzet Groups

Assets

Commodities

Consumables

3. Select the asset sub-group where the asset to be transferred is
included.
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ﬁ Dashboard 1 ana'tinns& Emp|
+ 7 0

i
Aszzet Groups
=  Assets
Breakers

Combi hammers
-~ em
Measuring
Mail gun
Saws
Voltage Detectors
Commadities

Consumables

4. Select the asset to be transferred by ticking the respective
checkbox.

bloyees .% Templatez E Reports

TR Add to Transfer Gart | o= Add 4 Edit [f] Delete

Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD16

Tip: Select more than one asset to bulk-process items to be
transferred. All added assets that are in the transfer cart will be
transferred to the same location. If you want to transfer the
assets to different locations, repeat the process per location.
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bloyees .@ Templates E Reportz

TR Add to Transfer Cart | = Add o Edit [fj Delete

T Scan Code T Alternate Code T  Manufacturer

Friendly Name

DCF826 Drill 10013628

SF144-A Drill 101616 232

UD16 Drill HIL-UD16

5. Click on add to transfer cart to place the selected asset into the

transfer cart.

bloyees .@ Templatez E Reports

TR Add to Transfer Gart | o= Add 4 Edit [f] Delete

T Alternate Code T Manufacturer

Friendly Name T Scan Code

HIL-UD16

UD16 Drill

6. After placing the asset into the transfer cart successfully, click
on transfers in the main navigation bar.

Note: The number within the red circle indicates the number of
placed assets in the transfer cart.

Hilti ON!Track

o Sergej Weber

rs Virtos Inc.

7. Click on the plus icon to expand the locations structure below.
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Teoe Location |:Il>

@ 1. Warehouses
O 2_ Jobsites

Q 3. Vehicles

i MR I R

8. Select the location where the asset(s) has to be transferred to.

Teo Location =
—| @ 1. Warehouses
@ Buchs Warehouse

# San Jose Warehouse -

@ Warehouse Boston (BOS)

= O 2_Jobsites

n s T I o e e Pt ot Ll B T i R P e dloodasan 4

9. Click on the calendar icon to pick a date where the asset(s) has
to be returned.

Note: return date is an optional entry.
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Transfer Asset(s)

T RetumnDateT

To Location

= @‘ 1. Warehouses

@ Buchs Warshouse

@ San Jose Warehouse

W \Warehouse Boston (BC

—| O 2_ Jobsites

n 000 i H -

10. Select a return date by picking a date in the date picker.

Transfer Asset(s)

T RetumDateT

S5u

10
17
24

Apr

Mo

11
18
25

To Location

= @ 1. Warehouses

Tue

12
19
26

@' Buchs Warshouse

v | 2016 v O

We Th Fr Sa H

20 21 22 23 |

2| > 29 30
4

Clear Close 4

11. Click on transfer asset(s) to transfer the asset(s) to the selected

location; a confirmation screen opens on-click.
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| )d Transfer Asset(s) To Location

From Employee T Return Date = @' 1. Warehouses

Hubert Virtos 29.04.2016 @ Buchs Warshouse
@ San Jose Warehouse
Q 2. Jobsites

@ 3. venicles

ﬁ.lnr,-.ln i

12. Click on confirm to transfer the asset to the selected location;
to cancel the transfer, click on cancel.

Note: All assets that are in the transfer cart will be transferred
to the same location. If you want to transfer the assets in
different locations, repeat the process per location.

Asset(s) transfer

Are you sure you want to transfer 1 asset(s) to “Warehouse Boston
(BOS)™7?

= o e et
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Alternative way to transfer an asset to another location:

1. Click on transfers in the main-navigation bar.

o Sergej Weber

Transfers

Virtos Inc.

2. Enter scan/alternate code of the asset to be transferred.

ﬁ Dashboard 1 Locations w Asszetz & Employees .@ Templates E Reportz

| <___ﬂ Last Transfer Date

3. Click on add to include the respective asset to the transfer cart.

Note: Assets that are already in the transit state meaning the
transfer is not confirmed yet cannot be added to the transfer
cart.

ﬁ Dashboard 1 Locations w Aszszets & Employees .@ Templates E Reports

HIL-UD16_001 m<:Date

4. Click on the plus icon to expand the locations structure below.
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Teoe Location |:Il>

@ 1. Warehouses
O 2_ Jobsites

Q 3. Vehicles

i MR I R

5. Select the location where the asset(s) has to be transferred to.

Teo Location =
—| @ 1. Warehouses
@ Buchs Warehouse

# San Jose Warehouse -

@ Warehouse Boston (BOS)

= O 2_Jobsites

n s T I o e e Pt ot Ll B T i R P e dloodasan 4

6. Click on the calendar icon to pick a date where the asset(s) has
to be returned.

Note: return date is an optional entry.
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Transfer Asset(s) To Location

T Return Date T =] @' 1. Warehouses

@ Buchs Warshouse

@ San Jose Warehouse

W \Warehouse Boston (BC

—| O 2_ Jobsites

n 000 i H -

7. Select a return date by picking a date in the date picker.

Transfer Asset(s) To Location

T Return Date T =] @ 1. Warehouses

@ Buchs Warshouse

2 spr v 2016 v D

Su Mo Tue We Th Fr Sa H

10 11 12 13 14 15 16 |

17 18 19 20 21 22 23 E
24 25 26 2|:>29 30 /
Today Clear Close 34

8. Click on transfer asset(s) to transfer the asset(s) to the selected
location; a confirmation screen opens after clicking.
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| )d Transfer Asset(s) To Location

From Employee T Return Date = @' 1. Warehouses

Hubert Virtos 29.04.2016 @ Buchs Warshouse
@ San Jose Warehouse
Q 2. Jobsites

@ 3. venicles

ﬁ.lnr,-.ln i

9. Click on confirm to transfer the asset to the selected location;
to cancel the transfer, click on cancel.

Note: All assets that are in the transfer cart will be transferred
to the same location. If you want to transfer the assets in
different locations, repeat the process per location.

Asset(s) transfer

Are you sure you want to transfer 1 asset(s) to “Warehouse Boston
(BOS)™7?

= o e et
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How to find my transferred asset?

Note: Although there are various approaches to find a transferred
asset, here, the simplest approach is described.

1. Click on assets in the main navigation bar.

ﬁ Dashboard 1 Locations w Agszets & Employees m Templates E Reports

2. Click on asset groups to display an overview of all your assets.

ﬁ Dashboard 1 ana'tinns& Emp|

+ 7

Aszszet Groups

Assets

Commodities

Consumables

3. Click into the search field to search for the transferred asset.
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1@ Tranzfers Eerggj.'WEher,
Virtos Inc.

4. Type in the search field an information about the asset, e.g.
scan or alternate code in order to find it in the list; while typing,
the matching information (marked red) will be shown instantly.

Note: Information, which does not match with the search term
is blinded out automatically; to see all information (e.g. all
assets in the list), delete the search term from the search field

by clicking on the x-icon on the right-hand side of the Search
field.

1@ Transfers Eerge_].".‘.-'eher,
Virtos Inc.

) [ o
All Assets TIH |
Friendly Name T Scan Code T Alternate Code )

UD18 Drill | > [MuD16
| 4
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How to confirm a delivered asset?

1. After an asset has been delivered, click on assets in the main-
navigation bar.

Note: In order to use the delivery confirmations properly, this
functionality needs to be turned on beforehand.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Click on asset groups to display an overview of all your assets.

ﬁ Dashboard 1 ana'tinns& Emp|

] + 7

Aszzet Groups

Assets

Commodities

Consumables
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3. Click into the Search field to search for the transferred asset.

) Dschboard o MIPSEUS T fssete & Employees. T Templates E Reporte ™ rmmnohww'ﬂw-

Map
Locations ™= | 4 Asd i 8

1@ Tranzfers Eerge_l.w{aher,
Virtos Inc.

4. Type in the search field an information about the asset, e.g.
scan or alternate code in order to find it in the list; while typing,
the matching information (marked red) will be shown instantly.

Note: Information, which does not match with the search term
is blinded out automatically; to see all information (e.g. all
assets in the list), delete the search term from the search field
by clicking on the x-icon on the right-hand side of the search

field.
1@ Transfers Eer%e.j. Weber .
Virtos Inc.
) [ ®
All Assets T |
Friendly Name T Scan Code T Alternate Code )
UDA8 Drill | > BIBuUD16

5. Select the asset which needs a confirmation of delivery by
ticking the respective checkbox.
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All Assets T 0 Confirm delivery | + 4 Edit m Delete

v Friendly Namg T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD186

6. Click on confirm delivery; a confirmation screen opens after

clicking.
All Assets TTH 0 Confirm delivery | + # Edit m Delete
v Friendly Name T Scan Code T Alternate Code T Manufacturer

UD16 Drill HIL-UD186

7. Click on confirm delivery of asset to validate the receipt of the
asset; to cancel the confirmation, click on no.

Confirm delivery of asset

Are you sure you want to confirm delivery of the following asset?

HIL-UD1G
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How to find the transfer history of transferred assets?

1. Click on transfers in the main navigation bar.

Hilti ON!Track

o Sergej Weber .,

s Virtos Inc.

2. Click on transfer history tab to see all transfer entries.

ﬁ Dashboard 1 Locations w Azsets & Employees m Templates E Reports

Tranzfer Cart Tranafer History <:|
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How to display all my assets at once?

1. Click on assets in the main navigation bar.

ﬁ Dashboard 1 Locations w Agzeta & Employees m Templates E Reports

2. Click on asset groups; a table on the right-hand side shows all
your assets in one big list.

ﬁ Dashboard 1 ana'tinns& Emp|
+ 7 0

Aszzet Groups

Assets

Commodities

Consumables
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How to restock consumables?

1. Click on locations in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Select the consumables tab in the sub-navigation bar.

+ Restock | TI& | + Add

Scan Code T Alternate Code T Manufacturer T Model

3. Click on the plus icon (“restock”); a data entry screen opens
after clicking.

-
-+ Fiestock<:| | == Add

Scan Code T Alternate Code T Manufacturer T Model

4. Fill in the scan number of the respective consumables and click
on add.

Restock

1. Warehouses - m < |
N

5. Fill out the data required; mandatory fields are marked red, a
complete data entry is advised.
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Restock X
1. Warehouses - m
Scan Code Alternate Code  Descriptiol Quantity Unit Purchase Ord... Unit Price Total Price
v

6. Click on save at bottom of the data entry screen to confirm the
restock of the respective consumable.

B
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How to add, edit, and delete an employee?

Employees are the users of given assets. The following questions
clarify how to add new employees as well as how to edit and delete

existing ones.

Note: Your possible actions in ON!Track are defined by the
authorization model. If you need changes regarding this, please
contact your local administrator.

How to add a new employee?

1. Click on employees in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets Employees .@ Templates E Reportz

Employeez Roles

== Add

2. Click on the plus icon (“add”) to add a new employee; a data
entry screen opens after clicking.

Dashboard Locations Aszets [/ Employeea Templates Reports
[ ]

Employeea Roles

== Add
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3. Fill out the data required on Employee Info tab; mandatory
fields are marked red, a complete data entry is advised.

Add Employee

Employee Info Certificates Alert Settings

Do you want to provide application accesz to thiz employee? Yes @ No

Do you want to create an Employee Location ?

First Name Last Name (o]

Designation Type Office Phone

Selact Employes Tuos

4. Click on Save and Next at bottom of the data screen to proceed
the data entry on the Certificates tab.

Save and Exit Save and Next <::|

5. Select and add Certificates required to an employee on
Certificates tab.

Note: In order to add Certificates on this screen, they must have
been previously added to ON!Track; you can add Certificates
under main navigation point Templates.

Add Employee

Employee Info Certificatez Alert Settings

Select a Certificate v m <:

6. Click on Save and Next at bottom of the data screen to proceed
the data entry on the Alert Settings tab.

save and Exit Save and Next <::|
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7. Select email alerts for the employee by ticking the respective
checkboxes on alert settings tab.

Note: Following email allerts are available: fleet due, HSE check
for assets, HSE check for employee, rental due, return due,
service due, stock alert, and warranty expiration.

If the checkboxes are grayed-out it means that currently, email
alerts are turned off. To enable delivery of alerts via email,
please contact your local administrator.

Acdd Employee

Employee Info Certificates

Email Alert Settings

Check All

Clagi Dl HoE Choel for L it

8. Click on save and exit at bottom of the data entry screen to
complete the addition of a new employee.

save and Exit <::|
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How to edit a new employee?

1. Click on employees in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets Employeea m Templates E Reports

Employeea Roles

+rdd 2o

2. Select the employee to be edited by ticking the respective
checkbox.

ﬁ Dashboard 1 Locations w Azzetz & Employees m Templates E Reports

== Add # Edit [J Delete

= Name tr Designation T ID

Sandra Hintringer

Sergej Weber -

Stefan Frey

3. Click on the pencil icon (“edit”) to edit the selected employee;
an editing screen with the employee details opens after clicking.
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ﬁ Dashboard 1 Locations w Aszzets -‘. Employees m Templates E Reportz

Employeez Roles
4 Add 2 Edit <:|

= Name Y Designation T ID

Sandra Hintringer

Sergej Weber

Stefan Frey

4. Navigate to the respective tab (employee info, assign roles,
etc.) where editing is required and edit data accordingly;
mandatory fields are marked red, a complete data entry is

advised.
Edit Employee X
Employee Info Aszsign Rolez Certificates Alert Settings <:
Do you want to provide application access to thiz employee? * Yes No

The employee will use this email address to login
Username (Email Address) to ONITrack. To securely set up the account a
verification link will be sent to this email address

SEE @hubertvirtos.com when the Save button is clicked
Do you want to create an Employee Location ? "
First Name Last Name (o]

Sergej Weber

5. Click on save and exit at bottom of the editing screen to
complete editing the employee.

Save and Exit <:|
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How to delete a new employee?

1. Click on employees in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets Employeea m Templates E Reports

Employeea Roles

+rdd 2o

2. Select the employee to be deleted by ticking the respective
checkbox.

Dashbkoard Locations Assets P Employees Templates Reports
[ ™ ]

== Add # Edit [ Delete

[ Name tr Designation T ID

Sandra Hintringer

Sergej Weber -

Stefan Frey

3. Click on the trashcan icon (“delete”) to delete the selected
employee; a confirmation screen opens after clicking.
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ﬁ Dashboard 1 Locations w Aszzets -‘. Employees m Templates E Reportz

Employeez Roles
+ Add ‘ Bl Delcte
= Name Y Designation T ID

Sandra Hintringer

Sergej Weber

Stefan Frey

4. Click on OK to delete the respective employee permanently; to
cancel the deletion, click on cancel.

Attention: Once deleted, data cannot be restored!

Delete Employee

il
M Are you sure you want to delete the following employee?

Sergej Weber

"o et
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How to add, edit, and delete a certificate?

Certificates are evidences that assets may be used for a specific task
or that employees are able and allowed to perform specific work. The
following questions clarify how to add new certificates as well as how
to edit and delete existing ones.

How to add a new certificate?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees .@ Templatez E Reportz

2. Select the certificates tab in the sub-navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Emplayeeaﬁ Reports

== Add

3. Click on the plus icon (“add”) to add a new certificate; a data
entry screen opens after clicking.
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ﬁ Dashboard 1 Locationsz w Agzets & Employees m Templatea E Reports

Azset Templates Certificates Services

== Add < |ﬁ

4. Fill out the data required; mandatory fields are marked red, a
complete data entry is advised.

Add Certificate b4

Is this certificate for an Assst or Employee? Recaive notification? {e.g. 2 weeks in advance)

* Asset Employee * Yes No

Name
Select one ¥ In advance

5. Click on add at bottom of the data entry screen to complete the
addition of a new certificate.

[~ L=
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How to edit a certificate?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Select the certificates tab in the sub-navigation bar.

ﬁ Dashboard 1 Locations w Asgszets & Emplayeesﬁ Reports

D) -

-+ Add 1]

3. Select the certificate to be edited by ticking the respective
checkbox.

ﬁ Dashboard 1 Locationa w Azszetz & Employees m Templatea E Reports

Azzet Templates Certificates Services
== Add # Edit [f[j Delete
=  Name T  Type

Calibration and Safety checks - Asset

4. Click on the pencil icon (“edit”) to edit the selected certificate;
an editing screen with the certificate details opens after
clicking.
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ﬁ Dashboard 1 Locationa w Aszszets & Empluyeeaﬁ Reports

Azzet Templates Certificates Services
4 Add  # Edit -
=  Name T Type
Calibration and Safety checks Asset

5. Edit certificate data accordingly; mandatory fields are marked
red; a complete data entry is advised.

Edit Certificate X
Is this certificate for an Asset or Employee? Receive notification? (e.g. 2 weeks in advance)
Asset Employee * Yes No
Name
2 Weeks ¥ Inadvance

|Ca\ibration and Safety checks

6. Click on save at bottom of the editing screen to complete
editing the certificate.

B
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How to delete a certificate?

Note: Certificates assigned to employees and/or assets cannot be
deleted. In order to delete those certificates, first remove the
assignments.

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszszets & Employees m Templates E Report=

2. Select the certificates tab in the sub-navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Emplayeeaﬁ Reports

Asae:> Certificates Services

+rdd 2

3. Select the certificate to be deleted by ticking the respective
checkbox.

ﬁ Dashboard 1 Locationa w Azzets & Emplayeesﬁ Reports

Azset Templates Certificates Services
== Add # Edit [ Delete
= Name T  Type

Calibration and Safety checks - Asset
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4. Click on the trashcan icon (“delete”) to delete the selected
certificate; a confirmation screen opens after clicking.

ﬁ Dazhboard 1 Locationa w Azzetz & Employees m Templatea E Reports

Azzet Templates Certificates Services
4 Add £ Edit [f Delete _
= Name T Type

Calibration and Safety checks Asset

5. Click on yes to delete the respective certificate permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Certificate

i
M Are you sure you want to delete the following certificate?

Calibration and Safety checks

B e
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How to add, edit, and delete a service?

Services are maintenance tasks, which need to be performed — often
on regular basis — in order to ensure operability of assets. The
following questions clarify how to add new services as well as how to
edit and delete existing ones.

How to add a new service?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees .@ Templatez E Reportz

2. Select the services tab in the sub-navigation bar.

ﬁ Dashboard 1 Locations w Azszets & Empluyeesﬁ Reports

m

o= Add

3. Click on the plus icon (“add”) to add a new service; a data entry
screen opens after clicking.
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ﬁ Dashboard 1 Locations w Aszseta & Employees ﬁ Templates E Reports

Azzet Templates Certificatez Services

== Add < |ﬁ

4. Fill out the data required; mandatory fields are marked red, a
complete data entry is advised.

Add Service b4

Name Receive notification? (.g. 2 weeks in advance)

® Yes No

Select ane v | Inadvance

Description |

5. Click on add at bottom of the data entry screen to complete the
addition of a new certificate.

L=
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How to edit a service?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Select the services tab in the sub-navigation bar.

ﬁ Dashboard 1 Locationsz w Azzets & Emplayeeaﬁ Reports

[

4= Add S

3. Select the service to be edited by ticking the respective
checkbox.

ﬁ Dashboard 1 Locationz w Azzetz & Employees m Templatea E Reports

Azset Templates Certificates Services
== Add 4 Edit [ Delete
= Name T  Attachments

General Combi Hammer Maintenance - No

4. Click on the pencil icon (“edit”) to edit the selected service; an
editing screen with the service details opens after clicking.




=TT
T .

ﬁ Dashboard 1 Locationsz w Agzets & Employees m Templatea E Reports

Azzet Templates Certificates Services
== Add 4 Edit <:|
= Name T  Attachments
General Combi Hammer Maintenance No

5. Edit service data accordingly; mandatory fields are marked red;
a complete data entry is advised.

Edit Service X

Name Receive notification? (e.g. 2 weeks in advance)

.
General Combi Hammer Maintenance == bS

. 5 Days v Inadvance
Description :

6. Click on save at bottom of the editing screen to complete
editing the service.

B
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How to delete a service?

Note: Services assigned to assets cannot be deleted. In order to delete
those services, first remove the asset assignments.

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reportz

2. Select the services tab in the sub-navigation bar.

ﬁ Dashboard 1 Locations w Azzetz & Employees m Templatez E Reports

m

4= Add S

3. Select the service to be deleted by ticking the respective
checkbox.

ﬁ Dashboard 1 Locations w Asgzets & Employees m Templates E Reports

Aszset Templates Certificates Services
=4 Add ¢ Edit [ Delete
= Name T  Attachments

General Combi Hammer Maintenance - No
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4. Click on the trashcan icon (“delete”) to delete the selected
service; a confirmation screen opens after clicking.

ﬁ Dashboard 1 Locationsz w Agzets & Employees m Templatea E Reports

Azzet Templates Certificates Services

4 Add Edit [fj Delete <:|

= Name T Attachments

General Combi Hammer Maintenance No

5. Click on yes to delete the respective service permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Service

7

Are you sure you want to delete the following service?
General Combi Hammer Maintenance

B e
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How to add, edit, delete a template as well

as assign a certificate or service to it?

A template is a pre-designed set of information, which describes an
asset type of and allows maintaining and entering data of additional
assets with the same characteristics efficiently. The following
questions clarify how to add new templates, how to edit and delete
existing ones, and how to assign services and certificates to
templates.

How to add a new template?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Azszets & Employees .@ Templates E Reports

2. Click on the plus icon (“add”) to add a new template; a data
entry screen opens after clicking.

ﬁ Dashboard 1 Locationa w Assets & Employees m Templates E Reports

Aszet Templatea Certificates Services
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3. Fill out the data required on asset template details tab;
mandatory fields are marked red, a complete data entry is
advised.

Add Asset Template

LEETo R Y RV S SRS Assign Certificatea Assign Servicez

Template Name Model

|| = | =

4. Click on save and next at bottom of the data screen to proceed
the data entry on the assign certificates tab.

Save and Exit Save and Next <::|

5. Select and add certificates required to the template on assign
certificates tab.

Note: In order to add certificates on this screen, they must have
been previously added to ON!Track; you can add certificates on
the certificates tab under main navigation point templates.

Add Asset Template

Aszet Template Details QLELH-LREE - L | 1] Assign Services

No certificates are assigned to this asset template.

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

Assign Asset Certificates Assign Employee Certificate

Select Certificate v m <:| Select Certificate v m <:|

6. Click on save and next at bottom of the data screen to proceed
the data entry on the assign services tab.

Save and Exit Save and Next <::|
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7. Select and add services required to the template on assign
services tab.

Note: In order to add services on this screen, they must have
been previously added to ON!Track; you can add services on the
services tab under main navigation point templates.

Add Asset Template

Aszet Template Detailzs  Assign Certificates

No services are scheduled for this asset template.

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

Select Service v m <:

8. Click on save and exit at bottom of the data entry screen to
complete the addition of a new template.

save and Exit <::|
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How to edit a template?

Note: Once created, template names cannot be edited.

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locationz w Aszzetz & Employees m Templates E Reports

2. Select the template to be edited by ticking the respective
checkbox.

ﬁ Dashboard 1 Locations w Azszets & Emplayeesﬁ Reports

Asset Templates Certificates Services

== Add 4 Edit [ Delete

=  Template Name Y Description

000-HIL - Angle Grinder

3. Click on edit to edit the selected template; an editing screen
with the template details opens after clicking.
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ﬁ Dashboard 1 Locationa w Azsets & Employees m Templates E Reports

Aszzet Templatez Certificates Services
trs o (OB

=  Template Name Y Description

000-HIL Angle Grinder

4. Navigate to the respective tab (i.e. asset template details,
assign certificates, assign services) where editing is required
and edit data accordingly; mandatory fields are marked red, a
complete data entry is advised.

Edit Asset Template x
Assign Certificatea Assign Services <:

Template Name Model

|DOC-HIL |DAG 230-D

5. Click on save and exit at bottom of the editing screen to
complete editing the asset.

save and Exit <:|

81



=TT

How to delete a template?

Note: Templates assigned to assets cannot be deleted. In order to
delete those templates, first remove the asset assignments.

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reportz

2. Select the template to be deleted by ticking the respective
checkbox.

ﬁ Dashboard 1 Locationa w Azsets & Emplayeesﬁ Reports

Aszet Templatezs Certificatez Services

== Add ¢ Edit [ffj Delete

=  Template Name Y Description

000-HIL - Angle Grinder

3. Click on the trashcan icon (“delete”) to delete the selected
template; a confirmation screen opens after clicking.
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ﬁ Dashboard 1 Locationa w Azsets & Employees m Templates E Reports

Aszzet Templatez Certificates Services
4 Add o Edit  [ffj Delete <:|

=  Template Name Y Description

000-HIL Angle Grinder

4. Click on yes to delete the respective template permanently; to
cancel the deletion, click on no.

Attention: Once deleted, data cannot be restored!

Delete Asset Template

ol
M Are you sure you want to delete the following Asset Template?

000-HIL

< B

83



=TT

How to assign a certificate or service to a template?

1. Click on templates in the main navigation bar.

ﬁ Dashboard 1 Locations w Aszzets & Employees m Templates E Reports

2. Select the template by ticking the respective checkbox.

ﬁ Dashboard 1 Locationa w Azsets & Emplayeesﬁ Reports

Asset Templates Certificates Services

o= Add 4 Edit [ Delete

=  Template Name Y Description

000-HIL - Angle Grinder

3. Click on edit; an editing screen with the template details opens
after clicking.

ﬁ Dashboard 1 Locations w Azzets & Employeesz m Templates E Report=

ot i
4 Add o Edit <:|
= Template Name Y Description

000-HIL Angle Grinder
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4. Click on the assign certificates tab to assign asset/employee
certificates to the template.

Edit Asset Template
Ass Agszsign Services

No certificates are assigned to this asset template.

When you add one or meore certificates to an asset template, every asset linked to the template will also have these certificates.

Assign Asset Certificates Assign Employee Certificate

Select Certificate v m Select Certificate r m

5. Select and add certificates required to the template.

Note: In order to add certificates on this screen, they must have
been previously added to ON!Track; you can add certificates on
the certificates tab under main navigation point templates.

Edit Asset Template

Aszet Template Detailzs Lt LR 0 L L Assign Servicez

No certificates are assigned to this asset template.

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

Assign Asset Certificates Assign Employee Certificate

Select Cerlificate v m <:| Select Certificate M m <:|

6. Click on save and next at bottom of the editing screen to
proceed the data entry on the assign services tab.

Save and Exit Save and Next <::|

7. Select and add Services required to the template.

Note: In order to add services on this screen, they must have
been previously added to ON!Track; you can add services on the
services tab under main navigation point templates.
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Edit Asset Template

Aszet Template Detailzs  Assign Certificates

No services are scheduled for this asset template.

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

Azzign Services

Select Service v m <:|

8. Click on save and exit at bottom of the data entry screen to
complete the addition of a new template.

save and Exit <::|
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ONI!Track in general

The following questions clarify how to navigate, search as well as
filter, sort, and customize tables in ONI!Track.

How to navigate?

e C(lick the respective main-navigation points, i.e. dashboard,
location, assets, employees, templates, and reports to see the
information wanted; selected main-navigation points are
highlighted in red

ﬁ Dashboard 1 Locationa w Aszzeta & Employees m Templates E Reports

e Click on respective navigation tabs, i.e. asset Details, managed
as, certificates, and services or click on save and next at bottom
of a selection screen to navigate to the next tab to see
information wanted; selected tabs are highlighted black.

Add Asset ﬂ ﬂ
Managed Az Certificates Services

Save and Exit Save and Next <::|

e Click on the big plus icon in the sub-navigation bar to expand
the navigation structure below or click on the small plus icon to
expand the navigation structure per parent location to see the
contents.
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m

ﬁ Dashboard 1 Locationa w Azgets a Em

+ 7 0

Locations |:>

:} @ 1. Warehouses
:} O 2. Jobsites

Q 2. Vehicles

e Click on respective action icons, e.g. add, edit, and delete to
trigger wanted actions.

Note: Action icons may or may not come with a label, which
names the according action; grayed-out action icons indicate
that they are not active, often you need to select an asset,
location, or empoloyee to activate the respective action icon.

D+ 7

= Eﬂ<_

TR Add to Tran... | = Add o Edit [fj Delete <::|

e Click on yes or no confirm or cancel an action, e.g. deletion of a

location.

Attention: Once deleted, data cannot be restored!
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Delete Location

il
M Are you sure you would like to delete the location "Warehouse

Boston (BOS)"?

< e

How to search?

Note: Although there are various places where to search any kind of
information, here, it is shown how to use the search function in
general.

1. Click into the search field on a view where you would like to
search for information, e.g. location tab in the main-navigation

bar to search for an asset.

1@ Tranzsfers Eerggl.wEher,
Virtos Inc.

2. Type in the search field what you want to search; while typing,
matching search results (marked red) will be shown instantly.
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Note: Information, which does not match with the search term,
is blinded out automatically; to see all information (e.g. all
assets in the list), delete the search term from the search field
by clicking on the x-icon on the right-hand side of the search
field.

@ Tranzfers Eerggj.".i."eher,
Virtos Inc.

S ©
All Assets TI |
Friendly Name T Scan Code T Alternate Code T
UD16 Drill AMuD16
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How to filter tables?

1. Click on the funnel icon; a small screen with criteria by which
you can filter opens after clicking.

N

Category T vt Quantity Ftasponsihle' Y

Consumable 9 Hubert Virtos
Consumable 13  Stefan Frey
Consumable 2000  Hubert Virtos

2. Tick the respective checkboxes to indicate the filter criteria; the
column only shows information based on the filtering.

Note: Active filtering is indicated by a bigger black funnel icon.

Select All

Hubert Virtos <:I

Stefan Frey
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How to sort tables?

1. Click on column header, to sort the contents of respective
column in ascending order (arrow pointing upwards).

Category v vt <:| Quantity Responsible Employee T
Consumable Hubert Virtos

Consumable 3  Stefan Frey

Consumable 2000 Hubert Virtos

2. Click on column header once again, to sort the contents of
respective column in descending order (arrow pointing

downwards).
Category Y vié= Quantity Responsible Employee Y
Consumable Hubert Virtos
Consumable 3 Stefan Frey
Consumable 9 Hubert Virtos
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How to customize tables?

1. Click on the double-arrow icon to add or remove columnsin a
table; a small screen with all available columns opens after

clicking. /|
A E
Description T Category T T4 Quantity Responsib|
Box of 500 nails Consumable 2000  Hubert Virtg
Box of 500 nails Consumable 13  Stefan Frey
Box of 500 nails Consumable 9  Hubert Virtc

2. Drag & drop columns from the table into the small screen - or
vice versa: drag & drop columns from the small screen into the
table.

Note: While you drag a column, a vertical gray line is shown
which indicates where the column will be positioned in the
table.

Available Columns *

Q

Asset Group

Cost Code

Tt
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