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1. Introduction 
 
The Hardcat system has been designed to facilitate the controlling of all assets within the Departments in 

accordance with the National Treasury directive, in fulfilling the provisions of the Public Finance 

Management Act (PFMA). 

 

Hardcat has become a very valuable reporting tool to Management. The system allows for the retrieval of 

information in the form of reports which can be used for reporting purposes. On Hardcat, users are able to 

draw General Reports, Fixed Reports and Custom Reports on different entities. 

 

2. Performance Outcomes: 

 
Learners will be able to draw general, fixed and custom reports on the following entities: 

 

 Assets 

 Suppliers 

 Locations 

 Cost Centres 

 People 

 Products 

 
3. User Security Options 

 
Reports generated within the systems are fixed to the information that was captured. The reports give a 

proper indication of each function that had taken through the system. The reports also play an important 

role when auditing the asset management with a section.The system allows a user to login with a unique 

user id and password. This information can be used for audit trail purposes.   

 

 

 

4. Login in to Hardcat 
 

 
 

 Double click on the Hardcat Icon. 

 System will take the user to next screen below. 

 

Note: When logging onto Hardcat the user must use a unique username and password. The user names 

and passwords are created by the systems controller (Syscon) at each department. 
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 Click in User ID and enter in your allocated User ID Code. 

 Click in Password and enter in your allocated Password Code 

 Click the  

 

 
Note: The New Password field will only be used to renew the password once it has expired. 
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5. HARDCAT REPORTS 
 

Through Hardcat you are able to draw three types of reports: 

 

 General 

 Fixed reports  

 Custom reports  

 
They can be accessed in the following way: 

1. Click on the reports function from the tool bar.  

2. Click on General 

 

 
 

5.1 General Reports 

 

Used for stats purposes to obtain the summary of data in the System 

They are available on the following selections: 

 

 

 

 

5.1.1 Attached Files – reports on attached files eg Departments logo 

 

 
 

 

5.1.2 Base Stats – reports that display summarized information about assets such as: total number of 

assets in the register, number of sold assets, total number of leased assets etc 
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5.1.3 Regions – list of regions 

 

5.1.4 Standard List – list of product types 

 

 
 

5.1.5 Generate General Reports 

 

From the main screen: 

 

Click Reports -> General 
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The screen below is displayed 

 

 
 
Select the report of your choice from the list 

Click View and screen below is displayed 
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From the screen above select the Printer icon to print the report.                       

 

Or alternatively, 

 

Click on File to save the report on Adobe: 

 

 

 

5.2 Fixed Reports 
 

These reports are used to obtain information on different types of Hardcat entities. 
They are standard/pre-configured reports. 

 

Fixed reports are available on the following selection: 

 Assets 

 Suppliers 

 Locations 

 Cost Centres 

 People 

 Products 
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5.2.1 Fixed Reports on Assets 

 

Reports used to obtain information on assets on the Hardcat Asset Register 

They are available on the following selection: 

 

 
 

 

 

5.2.1.1 Assets Additional Costs – displays list of asset with additional costs type such as Part Costs, 

Labor Costs etc.  

 

 
 

5.2.1.2 Asset Additional Costs by Cost Type –list of assets with additional costs sorted by their 

Additional Cost Types. 
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5.2.1.3 Assets Additional Costs in Date Range – list of all assets with additional costs sorted by Cost 

types in a specific date range. 

 

 
 

5.2.1.4 Assets Attachments Report– list of all assets together with their attachments (other assets 

attached to them). 
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5.2.1.5 Asset Child Attachments Report 

 
 

5.2.1.6 Asset Condition History 
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5.2.1.7 Asset History Details Report – Asset Individual history details displaying information such as 

when was the asset created, who created it and changes that have made on it throughout its lifecycle. 

 

 
 

 

 

5.2.1.8 Asset History Details (Landscape) 
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5.2.1.9 Asset Individual Details Report –displays individual asset information such as Asset 

Description, Location, Supplier, Custodian and Cost Centre. 

 

 
 

5.2.1.10 Asset Lease Expiry in Date Range Report – List of all leased assets with expiry date within 

the specified date range by locations. 
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5.2.1.11 Asset Location Movement History 

 

 

 

 
 

 

 

 

5.2.1.12 Asset Maintenance Expiry in Date Range – displays list of assets with maintenance expiry 

date falling within the specified date range. 
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5.2.1.13 Asset Movement by Cost Centre Report – tracks asset movement by cost centre and the 

date and time on which those movement occurred. 

 

 
 

5.2.1.14 Asset Movement by Location Report – asset movement by location and the date and time on 

which movements took place 

 

 
 

 

5.2.1.15 Asset Movement By Person Report – movement of assets between different custodians 

showing the date and time these changes occurred 
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5.2.1.16 Asset Service Levels Report – List of assets with their respective service levels. 

 
 

 

 

 

 

 

 

 

5.2.1.17 Asset Service Notes Report – list of assets with their respective service notes. 
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5.2.1.18 Asset Type Configuration Detail Report – list of asset types together with their respective 

configuration details such as Preset Class, Depreciation Class etc 
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5.2.1.19 Asset Type Configuration Summary Report – displays a list of Asset Types with the 

summary of their respective configuration such as Preset Class, Depreciation Class etc. 

 

 
 

 

5.2.1.20 Assets Units History Report – reports which displays assets unit history. 

 

 
 

 

5.2.1.21 Discarded Assets 
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5.2.1.22 Preset Class Configuration Report – displays list of Preset Classes together with their 

respective preset questions. 

 
 

 

 

 

 

 

5.2.1.23 Generate Fixed Reports on Assets 

 



© KwaZulu-Natal Provincial Treasury 2021 19 

From the main screen: 

 

 
 

Select Reports -> Assets 

The screen below is displayed 

 
 

 

Select the report from the list 

To search all of Hardcat, select the All of Hardcat radio button from the Scope of Report section 
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To set up the scope of search, i.e. search for a specific bit of information, 

Select the Result of Last Search radio button from the Scope of Report Section 

 

 

 

Click on the Search button 
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Click on the Clear the List, to delete the previous search results 

 

 
 

 

Select the   to select the search criteria screen  
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Select the search field from the list. 

 

 
 

Select the weighing criteria(ie Is equal To..,Contains the Text etc) 
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Complete the search field value by selecting or typing in the search value. 

 

Click on the   button. 

 

NB: The fields for the search can be more than one. 

       Click on  to add another search field 

The Search Results screen above will be displayed 

Click on the OK button 
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The Generate Fixed Report screen above will be displayed 

Select the Send button to View/Print/File/mail the report 

 

 

 

5.2.2 Fixed Reports on Suppliers 

 

There are available on the following selections: 
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1. Supplier Configuration Report 

2. Supplier Individual Detail Report 

 

 

5.2.2.1 Supplier Configuration Report – displays the Preset Class and Preset Questions associated with 

the supplier entity.  

 

 

 
 

 

5.2.2.2 Supplier Individual Details Report – displays supplier individual details such as : Address, 

Contact Details, Banking Details, Assets supplied, and the history. 

 

 

 
 

 

 

 

 

 

5.2.2.3 Generate Fixed Reports on Suppliers 

 

From the main screen below, 
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Select Reports -> Suppliers 

The screen below is displayed 

 

 
 

Select the report of your choice from the list. 

Select the scope of the search i.e. Search All of Hardcat or Result of Last Search 

Select the Send button to View/Print/File/Mail the report. 

 

 

5.2.3 Fixed Reports on Locations 

 

They are available on the following selections: 

1. Location Asset Attachments & Movement History 

2. Location Configuration Report 

3. Location Individual Detail Report 

 

5.2.3.1 Location Asset Attachments & Movement History 
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5.2.3.2 Location Configuration Report – displays location preset classes together with their respective 

preset questions. 

 
 

 

5.2.3.3 Location Individual Details Report – displays location individual details such as Location 

Preset Class, Assets associated with, History etc 
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5.2.3.4 Generate Fixed Reports on Locations 

 

From the main screen below, 

 

 

 

Select Reports -> Locations 

The screen below is displayed: 
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Select the report from the list 

Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.3 and 2.2 above 

Click on the Send button to View/Print/File/mail the report. 

 

5.2.4 Fixed Report on Cost Centres 

 

They are available on the following selection: 

 

1. Cost Centre Configuration Report 

2. Cost Centre Individual Details Report 

 

 

 

 

 

 

 

 

 

5.2.4.1 Cost Centre Configuration Report – displays cost centre Preset Classes together with their Preset 

questions. 
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5.2.4.2 Cost Centre Individual Details – contains Cost Centre individual details such as Preset Class, Assets 

associated with it etc 

 

 
 

 

 

 

 

 

5.2.4.3 Generate Fixed Reports on Cost Centres 

 

From the Hardcat main screen below, 

Select Reports  Cost Centres 
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The Generate Fixed Cost Centres Report screen below will be displayed. 

 

 
 

 
Select the report of your choice from the list 

Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.5 and 2.2 above. 

Click on the Send button to View/Print/File/mail the report. 

 

 

5.2.5 Fixed Reports on People 

 

They are available on the following selections: 

 

1. Person Configuration Report 

2. Persons Individual Details Report 
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5.2.5.1 Person Configuration Report –  displays the People folder together with their Preset Class and Preset 

questions. 

 

 

 
 

5.2.5.2 Persons Individual Details Report – details people’s individual information such as Name, Address, 

Presets, and Assets associated with him/her. 

 

 
 

 

5.2.5.3 Generate Fixed Reports on People 

 

From the Hardcat main screen below, 
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Select Reports  People 

 

The Generate Fixed Person Report screen below will be displayed: 

 

 
  

 
Select the report of your choice from the list(Person Configuration and/ Individual Details) 

Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.5 and 2.2 above. 

Click on the Send button to View/Print/File/mail the report. 
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5.2.6  Fixed Reports on Products 

 

They are available on the following selections: 

 

1. Product Individual Details Report 

2. Products 

 

5.2.6.1 Product Individual Details Report – displays Product individual details such as Description and the  

Asset Type linked to. 

 

 
 

5.2.6.2 Products Report  – displays list of all Products available in the System 
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5.2.6.3 Generate Fixed Reports on Products 

 

From the Hardcat main screen below, 

 

 
 

 

 

Select Reports  Products 

The Generate Fixed Product Report screen below is displayed: 
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Select the report of your choice from the list displayed 

Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.5 and 2.2 above. 

Click on the Send button to View/Print/File/mail the report. 

 

5.3 Custom Reports 

 

They are user defined reports (ie. User defines all the fields) 
This allows the user to design how a report is to appear.   

 

They are available in the following selections: 

 

1. Assets 

2. Suppliers 

3. Locations 

4. Cost Centres 

5. People 

6. Products 

 

 
 

 

 

 

 

 

5.3.1 Generate Custom Reports 

 

From the main screen below, 

Select Reports  Custom 
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Select the entity for which you are reporting on (e.g. Assets/Suppliers or People) 

The Generate Custom Assets Report screen below is displayed. 

 
 

The screen above, display list of all saved custom reports in the system. 

To create your own report, 

To access the report that has already been customized and saved; 

Scroll down and select the report from the list above 

To access report that was customized and saved by you as the logged on user; 

Select the Show My Reports Only radio box, and uncheck the Show Global Reports box 
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Select the desired report from the list of reports displayed above. 
Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.5 and 2.2 above. 

Click on the Send button to View/Print/File/mail the report. 

 

 

5.3.2 To create a new Custom Report 

 

From the Generate Custom Report screen above,  

Click on the New button   
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The Custom Asset Report Definition screen above is displayed. 

Type in the report name in the Report Name field 

Select the fields of your choice from the All Fields window on the left. 

Click on the button to move the field to the Fields in this Report window on the right. 

Repeat the above steps until all required fields have been moved. 

 

 
 
To change the order in which the fields are to be displayed on the report,  

Highlight the field you wish to move,  
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Click on one of the following buttons , this will move the field either up or down.  

To select the field(s) to sort the report by, 

Select the field(s) from the All Field window and transfer it to the Sorted By field. 

The radio box below will be activated 

 

 
 

Select the Subtotal on Key Changes radio box to subtotal on each change. 

Select the Subtotal on Both Keys if you have selected more than one field to sort by. 

Select the New Page on Key Change to ensure that new data appears on a new page. 

 

To format the length of the selected fields, 

Select the field to be formatted, and then, 

Click on  ,  

The Folder Name screen below will appear  

 

 
 
Adjust the Field Width and Alignment as required. 

 

By clicking on ,  

Select a Font screen will appear allowing the user to change the font of the information on the report. 
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Users are also able to change the page orientation on the Custom Report Definition screen. 

 

 
The following radio box’s are used to get the summarized version of the data 

 

 
 

Global radio box – to obtain global data 

Summary Only radio box – to obtain the summarized version of the data. 

Include Disposed Assets radio box – to include disposed assets in the report 

 

 

 
 

 

Once all the fields have been selected, 

Click on the OK button 

The Generate Custom Report screen below will be displayed. 
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To request Custom Report: 

Select the scope of the search(ie All of Hardcat or Result of Last Search) 

Follow the steps outlined in section 4.5 and 2.2 above. 

Click on the Send button to View/Print/File/mail the report. 

 

 

5.3.5 By selecting , the user will be able to copy an existing report. 

 

5.3.6 By selecting , the user will be able to delete a report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. CHARTS 

 
Statistical Charts may be selected from the drop down menu, 
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or by clicking  on the toolbar. 

 

The Statistical Charts screen will appear, 

 

 
 

Select  to create new chart 
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Specify the details of the Chart by completing the fields on the Detail of Chart Screen 

 

 
 

Click on OK 
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Click on  

The Chart below will be displayed 

 
 

Click on Print/Export/Copy to either print or save or copy your chart  

 
 



© KwaZulu-Natal Provincial Treasury 2021 46 

 

6.1 Editing a Chart 

 

Select the Chart Name from List of Chart Screen and click on  

 

 
 

Make the desired changes on the details of the chart 

 
 

Click Ok then  
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6.2 STATISTICAL CHARTS 

 
Statistical Charts may be selected from the drop down menu, 

 

 
 

 

 

or by clicking  on the toolbar. 

 

The Statistical Charts screen will appear, 
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By selecting the down arrow in the Data to be Displayed section of the Statistical Charts screen a drop 

down menu will appear allowing the user to select what type of data is required to be seen in chart form. 

 

  
 
Once the user has selected the data required, a chart will be displayed with the relevant information. 
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The Chart Title section of the screen will display the type of data chosen in the Data to be Displayed box.  

This title can be overwritten to suit the user’s preference. 

 

By activating the automatic update checkbox in the lower right hand section of the screen, the system 

updates the chart with the value and number of any assets that are added as the chart is being displayed.  

The interval will determine how often this update will occur. 

 

 
 

 

 

The Show Top function will allow the user to select only certain data to be displayed in the chart, eg. Top 

10 locations with the most assets.   

 

 

 

After selecting the amount, click on the refresh button to display the new chart. 
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6.3 EDITING A STATISTICAL CHART 

 

Charts may be edited to suit the users requirements by using various functionalities displayed on the 

Statistical Charts screen. 

 

 

 
 

By selecting any of the buttons on the toolbar, a Graph Control screen will be displayed where any of the 

functionalities may be accessed.  The buttons represent a quick link to the functionality. 

 

 

  
 

 
 

Allows the user to select whether a 2D or 3D chart is required. 
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Allows the user to select whether eg, Labels are required, connecting lines etc. 

 

 

 
 

 
 

 

The Data button allows the user to manipulate Graph Values, Labels, Data Dimension Legend and Data 

Labels. 
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By selecting any of the Graph Value, Label or Legend functions the following type of screen will appear 

allowing the user to change data and labels. 

 

 
 

 

Data Dimension may be changed using the up and down buttons. 
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Allows the user to change the titles on the graph  

 
 

 
 

Allows the user to change the Axis on bar graphs. 
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Allows the user to further enhance 3D charts. 

 
 

 
 

Allows the user to change fonts within the charts. 
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Allows the user to Highlight one specific section of the chart. 

 

 
 

 
 

This functionality allows the user to add trend lines to the chart. 

 

 

 

 
 



© KwaZulu-Natal Provincial Treasury 2021 56 

 
Allows the user to add extra axis. 

 

 
 

Allows the user to change styles, markers and Y-labels 
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Allows the user to manipulate the chart further.  

 
 

 
 

Allows the user to change the object style and colour. 
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Allows the user to choose how the chart will be printed and where it can be exported to. 

 
 

This button allows the user to access the help function. 

 
 

 
 

This function gives is only information screen about the charts. 

 

The type and style of a chart can also be changed by clicking on the down buttons and choosing the 

relevant selection.  
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The chart can also be changed between monochrome and colour by activating the relevant button . 
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By activating the zoom button on the bottom of the Statistical Charts screen, the user will be able to zoom 

in and out of the chart 

 

 
 

The Print button will allow the user to print the chart. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


