HARDCAT ADMINISTRATOR
USER GUIDE

KZN PROVINCIAL TREASURY

© KZN Provincial Treasury 2021



Contents
Lo OVEIVIEW ..ottt e e
2. Hardcat SECUIILY ...uviitiii e e
3. Maintaining Hardcat USErs ..........coviiiiiiiiiiiiiiiiiiiiieiene e
3.1 Creating @ NeW USECT ....ouuiiieiiiit ittt ee e eaeeaens
3.2 Users Not Properly Logged Out...........ccooiiiiiiiiiiiiiiii e
3.3 Reset Disabled USeT.......ovuiuiiniieiiiiei e
MOy COAES ..nnviiiie e e
Administration System Reports .............ooooiiiiiiiiiiiiiiiiii,
5.1 Hardcat Catscan Unit Report............ooiiiiiiiiiiiiiiiiiiiie e,
5.2 Hardeat Log. . ..ooneiiiiii e
5.3 Hardcat System Log.........ooviiiiiiiii i
5.4 Hardcat User LOogin........o.vviiiiiiiiiiiiii e
5.5 Hardcat User Permission.............oveiiiiiiiiiiiiiiiiiiiieieiaeas
5.6 Hardcat Users Report...........oouiiiiiiiiiiiiiiiiii i
5.7 Modify Codes Report..........ooviiiiiiiiiiiiii i
6. Administration General Reports ............cooiiiiiiiiiiiiiiiiiii
6.1 Attached Reports..........ooviiiiiiiii e
6.2 Base Statistics Report.........oovviiiiiiiiiiii i,
6.3 ReGIONS. ..ottt
6.4 Standard LiSt........ooeieiii i
Why can’t T10g 17 ..o
Preset Classes and Presets ...........oooviuviiiiiiiiiiiiiiiiiiiee e
Y A ) 01 P
0. PrOdUCES. ..ot
10.1  Creating the Product Hierarchical.....................coiit.
10.2  Adding A Product.........c.ooeiniiniiiii i
11. Configuration LOCation TYPES. ... ..uvvririiit et
11.1 Location Type Preset Questions.........cc.vvvuvviiiiiiiiiiiiieiiiinnnennn
11.2  Creating A Location Folder Hierarchy..................c..coiiint.
11.3  Adding A LoCatioN.......ouviuiieiiitt ittt eeeeae e,
12. Creating A Cost Centre TYPe......c.vvuiiiiitiiiii i,
12.1 Cost Centre Preset QUEStiONS. ..........ovuviiiriiiniiiiieiieeaiieeineannn,
13 Creating People TYPes......ouueniitiit i
13.1 People Preset QUeStioNS.......oouvvveiiiiiiiii i,
13.2 Peoples List Configuration.............oevieiiiiiiiiiiiiiiieiiieiieniean,
13.3 Updating Peoples List........c.ovuiiiiiiiiii e
14. Creating A Supplier Type......oouiiiiii e
14.1 Creating and Using Supplier Preset Questions.................ccevvennn..
14,2 Updating Supplier List........ccooiuiiiiiiiiiiiiiie e

S

B ©o o~

© KwaZulu-Natal Provincial Treasury 2021



1. Overview

Hardcat User Administration

Any user with Administration privileges can maintain Hardcat Users. An Administration User can create users,
restrict access to certain areas of Hardcat, and deactivate users if necessary.

2.  Hardcat Security

Hardcat has been designed to give additional levels of security over your asset management database on top of
the standard Network security. Hardcat Users with Administration privileges, known as Administration Users
control this.

The Administrator (amongst other things) will be responsible for setting up the following:

Security
Time out
Passwords

Purchase Orders
Order limits
Order description

Presets Configuration

Asset types

Cost Centres preset classes

Supplier preset classes

Asset preset classes

People preset classes

Location preset classes

Exporting: Locations
Cost Centres
Asset
People
Suppliers
Products
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3. Maintaining Hardcat Users

e From the File Menu, choose Administration, then Security.

e The left box lists all Users of Hardcat. The right box lists all Users currently logged into Hardcat, and
the date and time of log in. External users are displayed in blue.

e The ‘Reset’ button is used to reset Users who are still showing as logged into Hardcat but are not for
various reasons. See the section ‘Administration User’ for more details.

e You can also restrict access to Hardcat by reducing the Maximum Users. This restricts the number of
concurrent users that may access Hardcat at any point in time.

" Hardcat Asset Management
File ' Modules Lists Reports Configuration Help

Administration
Import
Export
Move Assets..,

lssue Stock...

Print Setup...
Buit

b

¥

¥

Options...

CatScan Security...
Change Passward...
Security..

User Paths...

Label Sets...

Label 5et Resources...

Logins..
People Roles...
Roles...
Rules...

Work Groups...

Bulk Delete...
History Delete...

Bulk Operations...
Modify Codes...

Reports...

0000600060 6§90

Click on File -> Administration -> Security
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Hardcat User Administration X
Users Current Users in the system
User |d Date/Time Type
g em Default Internal User
Maletshe 15, 3 System Default U Rt
62464523 Mpanza MD.62464523  System Default -
62574973 Dlamini $H, 62574973 System Default Edit...
62838722 Zondi ME 62888722 System Default
63008769 Mazibuko 563008769 System Default Mt
63053756 Shazi MP.63053756 System Default =
63119692 Makhathini T.63119692  System Default
63595176 Mgcobo ST.63595176 System Default Copy...
64013120 Khuzwayo ZN 64013120 System Default
64757137 Kubheka MW 64757137 System Default Delete
64753320 Mabaso MG 64758320 System Default =
9603060742088 Mthembu T.T 9603060742 System Default
S701236041087  Kubheka M.O 970123604 System Default
ADMIN Kubheka MW £4757137  System Default
STEVEFW Fenton-Wells, Steve - Har System Default
External Users are displayed in Blue
[ Show System Users MiCat Users are displayed in Green
Licence Details Internal External MiCat
i . 5 5 0
Show Active Users Only Num Licences:
Disabled Users are displayed in Magenta Current Users: 1 0 0
Inactive Users are displayed in Grey Mo TR 5? 5? 0;
Help oK Cancel

3.1 Creating a New User

e To create a new user, click on ‘New’ from the Hardcat User Administration screen.
e The “Enter a new, unique Login” screen below is displayed
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Users Current Users in the system

User ld Person Role Userld Date/Time Trpe
- Internal User
View.. Reset
27318788 Mdletshe NS, 27318788 System Default = 26770687 2021/04/22 09:50:38 Internal User -
62464523 Mpanza MD.62464523  System Default 63053756 2021/04/22 09:53:02 Internal User
62574973 Diamini SH, 62574373 System Default Edt..
62888722 Zondi ME 62888722 System Default
63008769 Mazibuko S 63008769 System Default New,
63053756 Shazi MP.63053756 System Default =
63119692 Makhathini T.631196%2  System Default
63595176 Ngcobo ST.63595176  System Default Copy
64013120 Khuzwayo ZN 64013120 System Default
B4757137 Kubheka MW 64757137  System Default | Entera new, unique Login code X
64758320 Mabaso MG 64758320 System Default
9603060742089 Mthembu T.T 9603060742 System Default
Kubheka M, 604 System Default
ADMIN Kubheka MW 64757137 System Default
STEVEFW Fenton-Wells, Steve - Har System Default New Code: | [(ODIE
0K Cancel
External Users are displayed in Blue
[ show Sysem Uses MiCat Users are displayed in Green
Licence Details Internal Bdernal Micat
icences 5 5 0
Show Adtive Users Only Hum Licences:
Disabled Users are displayed in Magenta Current Users: 3 0 0
nact ed in Grey Viasimum Users: 5; 5; D;
Help 0K Cancel

e Type in the Persal Number of the new user as User Id and click on OK
e The “Details For User Screen” below will be displayed.

Details for User >
z 1 Enforce Password Policies
Unlock assword Mever Expires

User ID: | 23456789 Password: D:‘CtullziEth:Erser
T (e Modify Password C_
Start at: | Main Menu e Options... PG LT e G «
nternal User
Work Group... System Default External User
Role... System Default ;aitcs;taﬂ:::e’
Access Levels for this User
Administration: | RAD Barcoding: RAD Assets: | RAD
Users: |RAD ~ Depreciation: |RAD Locations: | RAD
Financial: RAD ~ Help Desk: RAD Suppliers: RAD
Export: |RAD ~ Purchasing: | RAD Cost Centres: |RAD ~
Import: | RAD ~ Maintenance: RaD ~ People: RAD
Reports: pap ~ Stock: RAD ~ Products: RAD ~
Asset Types: RAD
N = None, R = Read only, RA = Read/Amend, RAD = Read/Amend,/Delete
Help oK Cancel
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Hardcat Users must be chosen from the List of People in Hardcat. To choose a Person click on the
‘People’ button and choose your new User. You may be required to create a new Person at this point.

Enter the password. The Password can be up to nine (9) characters and is initially set by the System
Administrator. The User can change this at a later stage by using the New Password function on the log
on screen.

The Active User key allows the System Administrator to deactivate a User at any stage.

Uncheck Password Never Expires box

Check/Tick CatScan User box if the user will be using Scanners

Allocate Access levels as per the functions performed. Access Levels for this User allows you to restrict
access to certain areas within Hardcat. There are 4 options to choose from the drop down menus:

N = None

R = Read only

RA = Read/Amend

RAD = Read/Amend/Delete
Users can be set up to start at different Menus in Hardcat from the Log-In Menu. From the ‘Start At’
field, using the drop down menu, the administrator can select the Users designated starting point.

Click ‘OK’. The new user will now appear in the list of users.

If you are setting up several users with exactly the same access levels, you can use the Copy feature to
Copy one user's details across to another new user, changing the User Name and Password as necessary.

If you use the Copy feature to create a new user, you will be required to Edit that new user and choose
the appropriate Person from the List of People.

The System Administrator can Edit details of a user by selecting Edit. You cannot edit a User that is
currently logged into Hardcat.

Details For User Options

Select the Options button from within the Details For user Screen, from here you will be able to set additional
user security access levels.
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File Modules Llists Reports Configuration Help

€ 0odeav e o eeee €90

Users | Enforce Password Policies L
Userd Pei «
770687 Mai Options for User Reset
27313788 W r
62464523 M
62574973 Dia
Code: |62888722 Default Label Set:

63003760 Wa; .
63053756 Sha) Description: |Zondi ME 62686722 Default Hareeat
63119692 Mal
63505176 Ng;
64013120 kh
64757137 Kug  security Genera Depreciation  Maintenance Purchasing  lssue/etum  Web/MiCat Charts

Wal
9603060742069 Mt
9701236041087 Kuk [ Can modify sset Preset Classes [ Hide Asset Type Folder Trees
ADMIN Kuby
STEVERW Fer Can madify Cost Centre Preset Classes [ Hide Location Folder Trees

[ Hide Cost Centre Folder Trees

200 =

Show Active
i s )

KwaZulu-Natal Provincial Treasury, Licence: 04234-3248-001, Version: 6,10

& T 4 ENG

e A Purchasing Authority limit may be enabled for a User who utilises the Purchasing Module.
This option interacts with the Purchasing Module

e option settings. If a limit is enabled to a specified amount, the User cannot confirm a Purchase
Order Above this amount.

e Can Change Asset Preset Classes will enable users the ability to change an assets preset class.

e Can change Asset Preset Class check box if selected will enable Hardcat users to edit an assets

Preset Class.

A User cannot be deleted from HARDCAT if they have made any changes to the system. If you try to delete a
User, a warning will appear telling you that the User is associated with log records and will be deactivated.
We recommend that you make the User inactive by turning off the Active User flag in the User Details screen.
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3.2 Users Not Properly Logged Out

Occasionally users may not be logged out of the database properly, potentially preventing the user from logging
back into the Hardcat system. This can occur when a user's machine crashes (i.e. due to a power failure) since
the user does not get a chance to log off. The Admin User Log-in is used to reset these Users. This is the only
login that can reset Users.

The following steps are required to reset a user:
e Login to Hardcat using the User ID of ‘Syscon/ADMIN’

e Click on File->Administration->Security
e Highlight the User ID from the right hand side.

e Click on the - button.

e You will be asked if you wish to reset the user. Choose YES.
e Click Close and log out of Hardcat by selecting File, Exit.

Hardcat User Administration X
Users Current Users in the system
i Type
e : e e — view 5 5 2021/04/22 12:31:23 Itarnal Lser
27318738 Mdletshe MS. 788  System Default e
62464523 Mpanza MD.62464523 System Default
62574973 Dlamini 5H, 62574973 System Default Edit...
62888722 Zondi ME 62888722 System Default
63008769 Mazibuko 5 63008769 System Default New,
63053756 Shazi MP.63053756 System Default i
631196592 Makhathini T.63119692  System Default
63595176 Ngcobo 5T.63585176 System Default Copy...
64013120 Khuzwayo ZN 64013120  System Default
64757137 Kubheka MW 84757137  System Default Delete
64758320 Mabaso MG 64758320 System Default =
9603060742088  Mthembu T.T 9603060742 System Default
9701236041087 Kubheka M.O 970123604 System Default
ADMIN Kubheka MW 84757137  System Default
STEVEFW Fenton-Wells, Steve - Har System Default
External Users are displayed in Blue
[ shour System Users MiCat Users are displayed in Green
Licence Details Internal External MiCat
[~] Show Active Users Only Num Licences:
Disabled U yed in Magenta Current Users: 1
nactive Us d in Grey re s e 5; 5; 0;
Help oK Cancel
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3.3 Reset Disabled User Account(Failed Login Attempts =3)

*| Hardeat Aszet Management
File Modules List Reports Configuration Help

T — ) )
import 5| EEmemms Q0® e @00
e S| G
e Securty
e Laber et
o AT

Loaie

PecpleRoles.

ot

Work Groups,
Bulk Dalate.
History Delete,

Bulk Operations...
Madify Codes

Reports...

Set up and maintain user profiles

1.Select File->Administration->Security

Hardcat User Administration X
Users Current Users in the system
UserId Person Role UserId Date/Time Type
1V ult -
View... Reset
7318788 Maletshe N5, 27315786 ystem Default e et
62464523 Mpanza MD.62464523  System Default
62574873 Dlamini SH, 62574973 System Default Edit.,
62888722 Zondi ME 62888722 System Default
63008769 Mazibuko § 63008769 System Default New,
63053756 Shazi MPE3053756  System Default i
63119692 Makhathini T.63119692  System Default
63595176 Ngeobo 5T.63595176 System Default Copy...
64013120 Khuzwayo ZN 64013120 System Default
64757137 Kubheka MW 84757137 System Default Delete
64758320 Mabaso MG 64758320 System Default =
B! 32 Yaba N System Default
66730767 Manzi SV, 66730767 System Default
9603060742089  Mthembu T.T 9603060742 System Default
087 Kubheka M. 123604 System Default
Kubheka MW 64757137 System Default
STEVEFW Fenton-Wells, Steve - Har System Default
External Users are displayed in Blue
[l show System Users MiCat Users are displayed in Green
Licence Details Internal External MiCat
(s 5 5 0
Show Active Users Only Num Licences:
Disabled Users are displayed in Magenta Current Users: 1 0 0
Inac Maximum Users: 54 52 0=
Help [o] 4 Cancel
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NB: The disabled user will be displayed Magenta colour
e Select the disabled User Account and Click on Edit

Details for User =

Enfarce Password Policies L
DPassword Mewver Expires |
Active User I
[ Muttiple User

Xaba M. 65594282

User ID: | 85584282

= Unlock

Windows Login: [ Madify Password

Start at: | Main Menu ~ Options... Failed Login Attempts:©

[ Internal User
Work Group..,| | S¥stem Default External User

CatScan User

System Default
Role... [] micat User

Access Levels Tor this User

Administration: N e Barcoding: |RA Assets: RA v
Users: | N e Depreciation: RA Locations: RA  ~
Financial: | RA Help Desk: RA Suppliers: RA
Export: | M e Furchasing: | R~ Cost Centres: RA
Import: | py o Maintenance: |y ~ People: RA  ~ d
Reports: |pa Stock: M ~ Products: RA I
Asset Types: RA -
M = Mone, R = Read only, RA = Read/Amend, RAD = Read/Amend/Delete
Help Ok Cancel

e Click on the i Unlock button(Failed Lon In Atttempts will change to “0”)
e Check on the Modify Password checkbox

Type in the new password in the Password field

6. Click Ok

4. Modify Codes

The Modify Codes feature facilitates the changing of entity codes in Hardcat. This function also allows users to
merge entities. Eg A Product may have a similar description

to another Product, later it is discovered that they are the same. There would be no point in having two identical
entities within Hardcat. If you are merging entities all preset data of the entity that is to be merged will be lost.

© KwaZulu-Natal Provincial Treasury 2021 10



Hardcat Asset Management
File Modules Lists Reports Configuration Help

e |00 06 00 00 060

Export > Change Password...

Muove Assets... Security...

Issue Stock... User Paths...

Print Setup... Label Sets...

Exit Label Set Resources..,
Logins...

People Roles...
Roles...
Rules...

Work Groups...

Bulk Delete...
Histery Delete...

Bulk Operations...
Modify Codes...

Reports...

e From the File menu, select Administration followed by the Modify Codes option.

Hardcat Code Madification *

This dialog allows you to change the codes of various Hardcat entities. Select the type of entity you want to change
and then choose the appropriate codes.,

Old Code Old Description Mew Code | Mew Description
(®) Locations
() suppliers Edit...
O Cost Centres
O People Hew...
Product
O roducts Delete
Import...
Export...
0Old Code... New Code... Save
Cancel
Help Run Close
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e Select entity type you wish to amend. Eg Location, Suppliers. Cost Centres, People or Products by using
the radio buttons then click the New button.

e By clicking on the Old Code button will bring up the selected entities structure eg People list or
Locations. Navigate to the entity you with to make adjustments to.

Hardcat Code Modification *
This dialog allows you to change the codes of various Hardcat entities. Select the type of entity you want to change
and then choose the appropriate codes.
Old Code Old Description Mew Code Mew Description
Locations
Suppliers Edit...
Cost Centres
People New
Products
rodue Delete
Import...
Export...
! Old Code... 1 LMO00213 Mew Code... LNO20213 Save
Asset Mang Strong Room [Don't Use) Asset Mang Strong Room [Don't Use) Cancel
Help Run Close

e The entities details will appear below the Old Code button, make the necessary adjustments below the
New Code button then click Save. The changes will now be displayed in the list of adjustments to be
implemented. Continue to make further adjustments to other entities by repeating steps 2 to 4.

0ld Code I 01d Description I MNew Code I Mews Description
CL-00013 General Techologies CL-00013 GT Group

The entity you are modifying may already be created within Hardcat. Eg A Product may have a similar
description to another Product, later you discover that they are the same
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product. There would be no point in having two identical entities within Hardcat so the Modify Codes function
allows you to merge the two Products together.

When you use the Code Modification dialog to change or consolidate Product Codes all Assets or Stock that

reference this Product are changed as well. For Assets the Asset Type and Description are also changed to

those of the new Product. Stock Types

And Descriptions of relevant Stock are not changed.

If the Asset Type on the Product is blank then no change is made to the Asset Type of the relevant Assets.

If you wish to modify a large quantity of codes and descriptions it may be easier to utilize the import function.

1. Once you are satisfied with all the changed made click Run and all the amendments will take

effect.

5. Administration System Reports

Hardcat generates a number of system reports that make up the system's audit trail. They can be useful in
tracking changes made to assets within your system as well as who performed them and when.

e From the file menu, choose Administration.
e Click on Reports

*: Hardeat Asset Management

File Modules Lists Reports Cenfiguration Help

Administration
Import
Export
Move Assets..,

Issue Stock...

Print Setup...
Exit

»

¥

>

Options..,

CatScan Security...
Change Password...
Security...

User Paths...

Label Sets...

Label Set Resources...

Logins...
People Roles...
Roles...
Rules...

Waork Groups...

Bulk Delete...
History Delete...

Bulk Operations...
Modify Codes...

Reports...

w

@O 00 0e eeé 090

© KwaZulu-Natal Provincial Treasury 2021

13



Generate Fixed Administration Report X

Administration ~

Hardat og LT
Hardcat System Log
Hardcat User Lagins Send...

Hardeat User Permissions
Hardcat Users Report
Modify Codes System Log Lustom...

Scope of Report
All of Hardcat
Results of Last Search Search...
This Search

Use Search...

Help Close

5.1 Hardcat CatsScan Units Report — List of Registered Scanners with their Unit Ids

All | Hardcat CatScan Units Report |
Description: AA347761 New
Unit ID: 5273F1B93EF0499C ( CS000109 )
Area Enable Date and Time Temporary
Capture: Yes 2021/03/09 09:23:19 No
Help Desk: No No
Maintenance: No No
Purchasing: No No
Stock: No No
Description: AB728495 old
Unit ID: 6BO153BE919358B3 ( CSO000104 )
Area Enable Date and Time Temporary
Capture: No No
Help Desk: No No
Maintenance: No No
Purchasing: No No
Stock: No No
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5.2 Hardcat Log —Report of audit log per functional area

Search Hardcat Log 4% CANCELLED ***

Area Type Entity Code Changed Entity From To User Date Time

Audit Log for Area - Assets

Assets New (Purch) AB728059 Purchase Ordar FEOOOD1186 63935414 2014/07/30 14:52:30
Assets Edit ABT28059 Persan 62533888 63035414 2014{07[30 15:37.57
Assets Edit AB728059 Location LNODO24% LNO00300 63935414 2014/07/30 15:38:32
Assets Edit AB728059 Code Description | SYSTEM 4 63935414 2014{07/30 15:30:11
Assets Edit AB728059 Code Description | Y N 63933414 2014/07[30 15:30:44
Assets Edit AB728059 Not Specified 20140730 20140718 63933414 2014/07[30 15:40:19
Assets Edit AB72805% Not Specified 0.00 1995.00 63935414 2004/07/30 15:40:50
Assets Edit ABT28059 Not S pecified 20140730 20140718 63035414 2014{07[30 15:41:19
Assets Edit AB728059 Not Specified 20140718 20140805 63935414 2014/07/31 03:46:35
Assets Edit AB728059 Not Specified 20140718 20140805 63933414 2014/07/31 08:46:40
Assets Scznned Barcode Audit AB728059 Not Specified 63035414 2015/03/24 12:16:42
Assets Edit ABT28059 Not S pecified 63035414 2015{03/24 12:16:42
Lssets Edit {Import) AB728059 Code Description | 4 3 CASS 2015/05/27 12:08:32
Assets Edit (Import) AB728059 Not Specified 4-Drawer Steel Filing Ca3-Drawer Steel Filing CaCASS 2015/05/27 12:08:44
Assets Attached (Child) AB728059 Asset AB728698 64758320 2015/09/01 13:35:30
Assets Detached {Child) ABT28059 Asset ABT28698 64758320 2015/09f01 13:35:33
Lssets Scznned Barcode Audit AB728059 Not Specified CASS 2015/09/2¢ 09:40:00
Assets Edit AB728059 Not Specified CASS 2015/09/2% 09:40:00
Assets Edit AB728059 Code Description | A ] 34092508820 2016/10/18 15:02:37
Assets Edit AB728059 Code Description | A ] 34092508820 2016/10/18 15:02:37
Assets Edit ABT28059 Not S pecified 2160418 94092508820 2016/10/18 15:02:37
Assets Edit AB728059 Code Description | S A 94092508320 2016/10/18 15:02:38
Assets Edit AB728059 Code Description | H A 94092509820 2016/10/18 15:02:58
Assets Edit AB728059 Not Specified 20160418 34092508820 2016/10/18 15:02:38
Assets Edit ABT28059 Not S pecified ABT28059 AB728059 62888722 2016{11[25 08:39:1¢0
Run by 63053756 on 2021/04/22 at13:43:24 *** CANCELLED *** Hardeat 6.10 Build 921 - Page 1 of 233 page(s)

5.3 Hardcat System Log — Report on all System entries

all Hardcat System Log

Area User Id Person Name Description Date Time
Assels SUPER Mpanza MD.62464523 Asset "MADD1003" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset "MADD1005" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset "MADD1034" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset "MADD1039" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset "MADD1030" created 2004/11/16
hssets SUPER Mpanza MD.62464523 Asset 'AAD0O1088" created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset 'AADO108Y" created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset 'MAD0O1033" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset 'MADO1043" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset 'MADO1036" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset 'MAD01035" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Asset "BADO1037" created 2004/11/16
Assels SUPER Mpanza MD.62464523 Assel "MADO104D" created 2004/11/16
hssels SUPER Mpanza MD.62464523 hsset "MADO1027" created 2004/11/16
hssels SUPER Mpanza MD.62464523 Asset "MADO1001" created 2004/11/16
hssels SUPER Mpanza MD.62464523 Asset "MADO1004" created 2004/11/16
hsselts SUPER Mpanza MD.62464523 hsset "MADO1041" created 2004/11/16
hsselts SUPER Mpanza MD.62464523 Asset "MADO1031" created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "AAQD1032 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "MAQD1098 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "AAQD1049 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "MAQDI046 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "AAQD1062 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "MAQDI048 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "MAQD1042 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "MAQD1045 created 2004/11/16
Assets SUPER Mpanza MD.62464523 Asset "AAQD1047 created 2004/11/16
hssets SUPER Mpanza MD.62464523 Asset 'MADO1044" created 2004/11/16
Run by 63053756 on 2021/04/22 at 13:47:20 Hardcat 6.10 Build 921 - Page 3 of 29 page(s)
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5.4 Hardcat User Logins — Report on User Logins

Al

From 2021/04/01 to 2021/04/22

rdcat User Logins

User: 27318788
Person: Mdletshe NS. 27318788 ( 27318788 )
Work Group: System Default
Role: System Default
LabelSet: DEFAULT
Windows Login:
Last Login Date: 2021/04/21 15:59:03

History
27318788 Password changed 2021/04/07 08:40:09
27318788 Successful Login 2021/04/07 08:40:10
27318788 Password changed 2021/04/07 08:53:33
27318788 Successful Login 2021/04/07 10:44:38
27318788 Successful Login 2021/04/07 13:37:27
27318788 Successful Login 2021/04/08 07:47:42
27318788 Successful Login 2021/04/08 09:49:38
27318788 Successful Login 2021/04/08 10:24:40
27318788 Successful Login 2021/04/08 11:37:12
27318788 Successful Login 2021/04/08 13:39:02
27318788 Successful Login 2021/04/08 15:03:00
27318788 Successful Login 2021/04/09 07:56:07
27318788 Successful Login 2021/04/09 08:39:44
27318788 Successful Login 2021/04/09 10:09:34
27318788 Successful Login 2021/04/09 11:22:43
27318788 Successful Login 2021/04/09 13:21:37
27318788 Successful Login 2021/04/09 14:19:07
27318788 Successful Login 2021/04/09 15:59:29

Run by 63053756 on 2021/04/22 at 13:49:37

Hardcat 6.10 Build 921 - Page 4 of 70 page(s)

5.5 Hardcat User Permission

Al

From 2021/04/01 to 2021/04/22

Hardeat User Permissions

User: 26356660

Person: Mbulawa N. 26356660 [ 26356660 )
Work Group: System Default

Role: System Default

Labelset: DEFAULT

Windows Login:
Last Login Date:

Run by 63053756 on 2021/04/22 at 13:51:39

Hardcat 6.10 Build 921 - Page 1 of 67 page(s)
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5.6 Hardcat Users Report —Report on all system users and their rights

General Options Helpdesk Options
Active: Yes Auto Create K3 Links: No Administration: N Maintenance: RA
Start At Main Meny Close Problems: No Users: ] Stock: N
Multiple User: N Modify Helpdesk Preset Classes: No Financial: RA Asseis: RA
Login Type: Not Logged In Hide Problem Type Folder Trees: No Export: RAD Locations: RA
Catscan User: Yes Allow Problem Work Group Filter: No Im port: RAD Suppliers: RA
Modify Asset Preset Classes: No Reports: RA Cost Centres: R
Modify Cost Centre Preset Classes: No Maintenance Options Barcoding: RA People: RA
Modify Location Preset Classes: No Close Work Orders: No Depreciation: RA Products: RA
Modify People Preset Classes: No Modify Maintenance Preset Classes: No Help Desk: N Asset Types: R
Modify Supplier Preset Classes: No Generate Work Orders: No Purchasing: RA
Modify Region Preset Classes: No Modify Asset Service Dates: No
Generate Text Reports: No Edit Closed Work Orders: No
Display Long Descriptions: No Allow Work order Work Group Filter:  No
Can edit other User Reports: No
Use IE for On-Line Help: No Purchasing Options
Hide Asset Type Folder Trees: No Adjust Confirmed Orders: No
Hide Location Folder Trees: o Deliver Purchase Orders: Yes
Hide Cost Centre Folder Trees: o Confirm Purchase Orders: No
Hide Person Folder Trees: o Cancel Purchase Orders: No
Mazintain Budgets: No
Authorise payment: No
Can modify Work Group: No
Show All Work Groups: No
Purchasing Limit: R500 000,00
History
SYSCON Legin "26770687" created 2017/06/21
26770687 Failed login attem pt, invalid password 201707/06
Run by 63053756 on 2021/04/22 at 13:54:04 Hardcat 6.10 Build 921 - Page 9 of 386 page(s)

5.7 Modify Codes Reports — Reports of all Modified Codes

From 2007/04/01 to 2021/03/31 ‘ Modify Codes System Log |

Area User Id Person Name Description Date Time

System Log for Area - Cost Centres

Cost Centres SUPER Mpanza MD.62464523 Code changed from CCCOL to CCCOIKZN 2008/04/11 09:44:59
Cost Centres SUPER Mpanza MD.62464523 Code changed fram CCCO1KZN to CCCO1 2008/04/11 09:50:47
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC12 to CCC12KZIN 2008/04/15 11:32:31
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC13 to CCCI13KZIN 2008/04/15 11:47:48
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC25 to CCC25KIN 2008/04/15 11:47:51
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC35 to CCC35KIN 2008/04/15 11:47:52
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC49 to CCC49KIN 2008/04/15 11:47:54
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCCH1 to CCCEIKIN 2008/04/15 11:47:56
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC73 to CCCT3KIN 2008/04/15 11:47:57
Cost Centres Cass Armstrong CD.60000066 Code changed from CCCB5 to CCCBSKIN 2008/04/15 11:47:59
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCCA7 to CCCOTKIN 2008/04/15 11:48:01
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC109 to CCC109KZN 2008/04/15 11:48:02
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC121 to CCC121KIN 2008/04/15 11:48:04
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC133 to CCC133KIN 2008/04/15 11:48:06
Cost Centres CASS Armstrong CD.60000066 Code changed from CCC145 to CCC145KIN 2008/04/15 11:48:07
Cost Centres CASS Armstrong CD.60000066 Code changed from CCC157 to CCCISTKZN 2008/04/15 11:48:09
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC169 to CCCI69KIN 2008/04/15 11:48:10
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC181 to CCCI81KIN 2008/04/15 11:48:12
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC193 to CCC193KIN 2008/04/15 11:48:14
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC205 to CCC2OSKIN 2008/04/15 11:48:15
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC228 to CCC228KIN 2008/04/15 11:48:21
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC229 to CCC220KIN 2008/04/15 11:48:23
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC241 to CCC241KIN 2008/04/15 11:48:25
Cost Centres CASS Armstrong CD.60000066 Code changed fram CCC253 to CCC253KIN 2008/04/15 11:48:27
Cost Centres CASS Armstrong CD.60000066 Code changed from CCC265 to CCC265KZN 2008/04/15 11:48:29
Run by 63053756 on 2021/04/22 at 13:58:47 Hardcat 6.10 Build 921 - Page 1 of 20 page(s)
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6. Administration General Reports

Hardcat also has a number of general reports as well. As these reports may cover multiple areas of Hardcat, they
are on a separate menu for selection.
e Select General from the drop down list of Report Areas.

=% Hardcat Asset Management
File Modules Lists | Reports  Configuration  Help

€ o0 .. OO 0c 0 &6 @60

Cost Centres...

Locations...
Suppliers...
People...

Products...
Custom >

Statistical Charts...
Refresh Statistical Charts

Generate Fixed General Report =

General e

E 2y ed Fil .
Base Statistics A
Regions

Standard Lists Send...

LCustom...

Scope of Report

All of Hardcat
Results of Last Search Search...
This Search

Use Search... e

Help Close

© KwaZulu-Natal Provincial Treasury 2021 18



6.1 Attached Files

Attached Files
Entity Code File Name size (bytes)  Created By Date Modified By Date
Files
LOGO KZN-Logo-01.wmf 81468  SUPER 2005/07/28  SUPER 2005/07(28

Run by 63053756 on 2021/05/10 at 11:32:17

6.2 Base Statistics

Hardcat 6.10 Build 921

Base Statistics

- Page 1 of 1 page(s)

Total number of current Assets: 6598 Total number of Products: 1681
Number of current Assets owned: 6598 Total number of Suppliers: 270
Number of current Assets leased: 0 Total number of Locations: 638
Number of current Assets rented: 0 Total number of Cost Centres: 6171

Total number of disposed Assets: 5842 Total number of People: 996

Total number of Assets in system: 12440
Asset Type Description Current Disposed Total
ATTO00 Heater/Vacuum [Fan 28 21 49
ATTO03 CD/DVDJVCRs 7 6 13
ATTOOS Desktops 297 717 1014
ATTOO6 Monitors 329 739 1068
ATTO07 Notebooks/Laptops/iPad 493 878 1371
ATTOO08 Printers 72 191 263
ATTOL0 CD/DVD Reader/W riters 4 i 10
ATTOL1 Servers 52 31 83
ATTO12 Modems/Data Cards 2 9 11
ATTOL3 Scanners 636 136 172
ATTOL6 Data Cabinets 5 2

I T T

© KwaZulu-Natal Provincial Treasury 2021
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6.3 Regions

6.4 Standard List

7. Why can't I log in?

It may be that the last time you logged in to Hardcat, you did not exit properly or your machine crashed. The
database may still register you as being logged in therefore; you will not be able to log in until you reset

yourself. The admin user login is used to reset users and is the only login that can do so. Once you log in as the
admin user with User ID as ‘“ADMIN’ and the password ‘USER’, this takes you directly to the security options

where you can highlight your user login and click on reset. See the section ‘Administration User’ for more

details.

The user with full administration rights will be responsible for the following configuration:

8.Preset Classes and Presets

The term ‘asset presets’ in Hardcat is used to describe user-defined attributes that are assigned/given to assets of
a specific preset class. In this way, a ‘preset class’ denotes a
set of preset questions. To configure asset presets and questions, Click on Configuration->Asset Preset Classes-
>New->Capture Preset Name->Enter Preset questions

* Hardeat Asset Management
File Modules Lists Reports

6 OO

Configuration  Help

Asset Service Levels...
Asset Types..
Maintenance Conditions...

Standard Lists...

Asset Preset Classes..,

Cost Centre Preset Classes...

Location Preset Classes...
Supplier Preset Classes...
People Preset Classes...

Product Preset Classes..,

Region Preset Classes...

Import
Export

DO 0@ ee 600

© KwaZulu-Natal Provincial Treasury 2021
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List of Asset Preset Classes X
Code Deseription
Audio Visual Edt..
ACDD0025 Corolla 1.8 Exclusive 0
ACO00001 Manttars e
ACD0000 Vehides
Delet
Copy
Help Close
Preset Questions =
Code Description
001 Processor Speed [Er 0
002 Mumber of Processors
003 External Speakers Serial Numbe HNewr
003 External Speakers Description
oos Mouse Description .
006 Mouse Serial Mumber LEEE
o8 Monitor Discription
o9 Monitor Serial Mumber Copy From...
ooT Kevboard Description
oos Keyboard Serial Mumber
0Do9 Read Only Memaory [RAN)] Move Up |
oo Crperating System
o011 CD Writer Move Down | -p
o2 DD Writer
o3 Hard Disk YVolume
o014 MMouse Charger Description b
string
Frocessor Type Restricted
Standard List...
Restrict Preset Value to entry in Standard List
Auto Discovery Interface Parameters
Help Close

The example asset shows preset questions such as ‘Memory’, ‘Hard Disk’ and ‘BIOS”.

If a Preset Class is provided for an Asset Type then all Assets subsequently created with that Asset Type will be
initially created with this Preset Class, i.e. the preset class will be the default preset class associated with that
Asset Type. However, as the Preset Class is linked directly to the Asset, it can be changed at any future time.

© KwaZulu-Natal Provincial Treasury 2021 21



The change of a preset class associated with an asset can be done manually or via import, however, please
ensure that no data is lost when adjusting an Asset Preset Class.

Here presets can be edited or new presets can be defined, with optional default values. Further, a preset
question may be defined as ‘Restricted’. A restricted preset implies that
only Hardcat users with full Administration rights can edit the value contained in this preset.

9.Asset Types

To configure Asset Type information, select ‘Asset Types’ from Hardcat’s ‘Configuration” menu.
The list of Asset Types comprises a list of Asset Type folders and a list of specific Asset Types associated with
the active Asset Type folder.

*; Hardcat Asset Management
File Modules Lists Reports Configuration  Help

6 000wz

Maintenance Conditions..

000060 600

Standard Lists..

Asset Preset Classes..

Cost Centre Preset Classes..
Location Preset Classes..
Supplier Preset Classes..

People Preset Classes..

Product Preset Classes..
Region Preset Classes..
Import }
Export }

© KwaZulu-Natal Provincial Treasury 2021 22



The folder structure itself may be edited by selecting ‘Edit Folders’. In ‘Edit Folders’ mode, shown below,
users are able to create, edit and move folders to configure and customize their Asset Type structure.

Edit Folder for Asset Types

=8 Asset Types

E@ Treasury
(R § Computer Equipment

@8 Intangible Assets

= Office Furniture & Equipment
@8 Other Equipment, Plant & Machinery
Lo Vehides

Folder Code: ATTODZ2
Current Path: Asset Types/Treasury/Computer Equipment

Help

=

Choose OK to save any changes View
made to the folders or choose
Cancel to lose all changes. Edit.

HNew,

Delet

Move

Search... oK Cancel

To edit or create specific Asset Types, return to the Asset Type list by clicking ‘OK’. Here the user can select
‘New’ or ‘Edit’ to respectively create or edit an Asset Type. Note that only specific Asset Types, not Asset

Type folders can be edited in this mode.

Asset Type

Code: |EREEE

Details

Estimated Life: [0 = Months
Depreciate Assets by Default
#% | Dep. Class...

Maintain Assets by Default

5 | Maint. Class...

Service Level..

[ vrinear Assets

Preset Class...

More Text...

oK Cance

© KwaZulu-Natal Provincial Treasury 2021
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When creating a new Asset Type, a unique name must be entered. Some information specific to depreciation
and maintenance of an asset is also attributed to an Asset Type. A Maintenance class may be assigned using the
Maint. Class button; this relates to the Maintenance Module, if enabled within your Hardcat System. The Dep.
Class button relates to the Depreciation Module and allows you to select a default Depreciation Class for the
Asset Type.

A preset class may optionally be designated to an Asset Type. If preset information is not required about assets
of this type, it is recommended that no preset class be assigned.

10.Products

Predefined Products are created to reduce the data entry time in Hardcat. All Hardcat modules, with the
exception of Depreciation, utilise this Product Catalogue. Creating a product in Hardcat simplifies the ordering
process of new assets and Stock Items in the Purchasing and Stock Modules. The Product is used in the Base
and Barcoding modules to create the description of the asset. In the Help Desk and Maintenance modules,
Products are used to determine the parts required for Maintenance Tasks or Help Desk fault repairs.

*2 Hardcat Asset Management
File Modules Lists Reports Configuration Help

Assets... Ctrl+A | —— = - =
- D 0e 9o 900

Q o Cost Centres... Ctrl+C b‘@‘@‘ C'U 0‘ -
I Locations... Ctrl+L l

Maps...

Suppliers... Ctrl+S

People... Ctrl+P

Products... Ctrl+R

Regions...

Alerts...

Charts...

Fonts...

Notifications...

Depreciation Sets... Ctrl+5Shift+D

Problems... Ctrl+Shift+P
Purchase Orders... Ctrl+Shift+0
Stock... Ctrl+Shift+K

Work Orders... Ctrl+Shift+W

Search Results... Ctrl+E
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Product Catalog *
=-@#® Products ~ A Open Deskiop E
= Acer Celeron Desktop N
D;@ée?ﬁ: uter Equipment Apple Mac Desktop o T
P auip Compaq Desktop H
-2 Hardware Dell GX1 Desktop Edit...
@ AC Adaptaors Dell GX100 Desktop
@ Batteries/Charger Dell GX100 P4 Desktop New
| Cobing Dell 200 23 Destiop -
-G CD/DVD Reader/Writers Dell GX240 Desktop Delet
- Data Cabinets Drell G¥240 P4 Desktop
@l Data Link Dell GX260 Desktop
. Dell GX270 Desktop Move
. Dell GX280 Desktop
- Dockmg.statloﬂ Dell GX620 Desktop B
~l GPS Devices Dell GX745 Desktop
-8 Hubs/Hard Drive/Router Dell GX755 Desktop Send
@5 MemoryModule Dell GXa Desktop 2end...
-8 Modems/Data Cards/Card Reade g::: gsz:s::i ;;DSQQD
@8 Monitors Dell Optiplex GX 620
@ Multifunction Output Equipment Dell P3 Desktop
-8 Metwork Points/Upgrade Dell P4 Desktop
, . Fujitech Desktop
| Motebooks/Lapt: Pad
@ olebookslaptops/iFa High end Mecer Desktop
@l Pocket PCs HP 800 AIO G4 i5 500 GB SED Opal Non Touch Des...
o8 PYINEEIS HP 800 AlO G5 i5 500 GB SED Opal Mon Touch Des...
o8 Racks HP DCT600
@8 Removeable Stroage HP DX 7300 ) .
iteCne inc on-Touch All-in-...
o Scanners HP EliteOne 1000 G2 27 inch 4K Non-Touch All
HP EliteCne 800 G5 23.8-inch Mon-Touch All-in-on...
@ servers HP EliteOne 800 G6 24-inch Non-Tauch All-in-one P
@ Transceivers HP P4 Desktop
e B UPS :\EM Daskti?
/ / ecer Uesktop
@ Wireless Keyboard/Mouse/Pointe Mecer P1 Desktop
g Software v Mecer P2 Desktop
< > Mecer P3 Desktop
Show Folders Restrict
@ Show Name
Edit Folders... Tag Selected Tag All OShow Code
Help Search.. Close

Predefined Products allow you to establish commonly ordered Products with standard information, which
includes Supplier, Unit Cost, Tax Applicable, Warranty details etc. This promotes the fast and efficient ordering
of commonly purchased products by selecting them from a list, also known as a Product Catalogue, rather than
manually entering repetitive information. Predefined Products will also assist staff members in determining
which products are ordered from which Suppliers, utilising the preferred Supplier option.

How Are Asset Types different to Products?

In Hardcat, Asset Types can include Desktop PCs, Laptops and Chairs. The analogy for Products is that
products are featured in a product catalogue and they do not exist in an organisation unless they are purchased
and these products become assets, or stock in the Hardcat database.

Hardcat uses Products to facilitate the creation of assets and the naming or the description of an asset.

The structure of asset grouping is defined by your organisation’s information requirements. For
example your IT department may want to know the number of Desktop Computers and Printers in
your organisation. Therefore we create an Asset Type Folder called Computer Equipment. Under
this two Asset Types are created, Desktop Computers and Printers. Another requirement may be to
list each brand/model/product of Desktop Computer and Printer. In this

case each brand/model/product purchased by the organisation is set up as a Product.

An example of this scenario in Hardcat is represented below:

Asset Type Folder: Computer Equipment
Asset Type: Notebooks
Product: HP Omnibook XE3L Notebook
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10.1Creating the Product Hierarchical Structure
The list of Products is comprised of a list of Product folders and a list of specific Products associated with the
active Product folder. The image of folders, as used in the Windows™ programs demonstrates this. See

example below.

e The + sign beside a folder name indicates that folder levels below exist.
e The - sign beside a folder name indicates that the lower level folder(s) are shown.

To edit the folder structure of the Product catalogue:
e Select Lists, Products, or press CTRL-R or click on the Product Icon.

e Click on the ‘Edit Folders’ button.

Edit description for folder

-8 Products

’ i Treasury " Choose OKto change the folder View
Computer Equipment code andy/or description or

Hardware choose Cancel to lose changes. Edit

@5 Exclusion Assets New
@8 ntangiable Assets E—
% Office EqQuipment & Furniture Delete
@8 Other Eguipment, Plant and Machinery =
- Vehicles R—

Code:

[PD002]

Description:
Computer Equipment

Folder Code: PDO0OZ
Current Path: Products/Treasury/Computer Equipment

Help Search... oK Cancel

© KwaZulu-Natal Provincial Treasury 2021
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e In ‘Edit Folders’ mode shown, users can create edit and move folders to configure and customise their
Product Structure.

e Click on the NEW button, with the cursor on the selected parent or higher level folder.
e Enter the Product Folder Code over ITEM #

e Enter the name of the Product structure over <untitled1>

e Enter any further levels as required, by repeating steps 4 - 8.

e Click on the OK Button to return to the Product screen.

Edit description for folder x

Products

% Treasury Choose OK to change the folder View
~=1-@ Computer Equipment code and/or description or
@\ Hardware choose Cancel to lose changes.
-@® Software

Exclusion Assets

§ Intangiable Assets

Office Equipment & Furniture

@ Other Equipment, Plant and Machinery »
-8 Vehicles Hlove

Code:

ITEM 1

Description:
Untitled 1

Folder Code: [TEM 10
Current Path: Products,/Treasury/Computer Equipment/Untitled 1

Help Search... oK Cancel

10.2 Adding A Product

Now that the Product hierarchy has been defined, the Products can now be added.
e Select Lists, Products or press CTRL-R or click on the Product icon.

e Select the correct hierarchical structure (folder) for the new Product.
e Click on the New button.
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e Hardcat will prompt you with a unique product code, depending on Options selected you may or may
not be able to override this code. For further information on Options, please refer to Global Options
within this file/document.

e Enter the name of the Product.

Product Details *
Code: |
Barcode: |PD1964 RFID Tag:
Mame: More Text...
Details Presets Create Files Assets History
iy Supplier...
Alternative...
Supp’s Part No:
Brand: Buy Price: RO,00 %
" A
Sell Price: RO,00 5
Mean Time Between Fails:
Days Hours Mins
0 Z [0 = [0 =
- - -
Help oK Cancel

e Select the Supplier by clicking on the Supplier Button, which takes you to the standard List of Suppliers
screen.

e Select the Alternative Supplier by clicking on the Alternative Button, which also takes you to the
standard List of Suppliers screen.

e In the Supplier’s Part Number box, enter the Supplier’s Part Number, if available.
e If known, enter the barcode of the Product in the Barcode Box.
e Enter the Brand of the Product in the Brand Box.
¢ Inthe Buy Price Box, enter the purchase price of the Product.
¢ Inthe Sell Price Box, enter the selling price of the Product.
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e If there has been another tax rate configured, click on the button and select the appropriate tax rate.

e Click on the Create tab to record further information about the Product. (Please refer to Creating Assets
or Stock from Products below)

11.Configuring Location Types

Location Types determine the User Defined Preset Questions/fields that appear on each location record. If you
are using Hardcat to create Purchasing information for Assets or Stock, you may have specific delivery
locations that require further information (other than Location Description). If you are not using Purchasing,
you may have only one location type, or possibly not even use this field.

e From the Configuration Menu, choose Location Types.

e Click on New.

e Click on the Code Box, then enter in a code or use the system default.
e Click on the Description Box, and then enter in the Location Type.

e Click on OK to confirm.

Code Description

_ Details of Preset Class » [Edit..

0 Mew
Code: | 7000000 Questions... Delete
Description: Copy

[ alobal
Help “ Cancel
oK

(NN
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List of Location Preset Classes X
Code Description

Matalia Building Edit

Momalanga Building —

Treasury House

v New

Delete

Copy

Help Close

11.1L ocation Type Preset Questions

From the Configuration Menu, choose Location Types.

Ensure the required Location Type is highlighted then click on Edit.

Click on Presets.

Click on New.

In the Prompt to Display Box enter the Question you wish to appear regarding this Location Type.
Click on the Default VValue Box to enter a default response to a preset question if known / required.
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Preset Questions >
Code Description
jocc _roomo | Eait
Mew |
Delete
Copy From...
i
PN 1
h
= b
'
Data Twpe: string e
Prompt to Display:
[ restricted
E
Drefault Value:
Standard List... (—]
|:| Restrict Preset Walue to entry in Standard List
Help [a] 4 Cancel
Preset Questions =
Edit
Mewr
Delete

Copy From...

Plowve Lip .
P owe Drowvwn -

string

FRoom 2 Restricted

Standard List...

Restrict Preset WValue to entry in Standard List

Help Close
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e Click OK.

e To change an existing Preset question, highlight it, click on Edit and then click OK when the changes

are complete.

e The position of the preset question can be moved to suit your information requirements using the Move
arrows. Click on the preset question to highlight.

e To delete an existing Preset question, highlight it and then click Delete.

11.2.Creating the Location Hierarchical Structure

Locations represent the physical areas of your organization. A hierarchical structure based on folders should be
used to split locations into more manageable groups and allow
for ease of reporting. A building may be grouped into different floors, with the rooms/areas or workstation
numbers being the actual locations. This will allow assets contained on a floor or within a building to be

reported on easily. By attaching assets to one of these locations the recording of asset movement is possible.

To edit the folder structure of the Locations:
e Select Lists, Locations, or press CTRL-R or click on the Location Icon.

e Click on the ‘Edit Folders’ button.

*: Hardcat Asset Management

File Meodules  Lists Reperts Configuration Help

Assets...

@O
. Cost Centres...

Locations...
Maps...
Suppliers...
People...
Products...

Regions...

Alerts...
Charts...
Fonts...

Motifications...

Depreciation Sets...

Problems...

Purchase Orders...

Stock...
Work Orders...

Search Results...

Ctrl+Shift+W

-« 190 00 66 8o 60

Ctrl+L

Ctrl+5
Ctrl+P
Ctrl+R

Ctrl+5Shift+D
Ctrl+Shift+P
Ctrl+Shift+0
Ctrl+Shift+ K

Ctrl+E
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Edit Folder for Locat

Folder Code: ROOT
Current Path: Department of Provincial Treasury

Help

>

Choose OK to save any changes View

made to the folders or choose

Cancel to lose all changes. Eait...
Mew...
Delete
Move

h. oK C:

e Click on “Edit Folders” button
e In ‘Edit Folders’ mode shown, users can create edit and move folders to configure and customize their

Location Structure.

e Click on the NEW button, with the cursor on the selected parent or higher level folder.

e Enter the Location Folder Code over ITEM #

e Enter the name of the Location structure over <untitled1>

e Enter any further levels as required, by repeating steps 4 - 8.
e Click on the OK Button to return to the Location screen.

Edit description for folder

Department of Provincial Treasury
Admin Building - Ulundi

=

H-

Folder Code: ITEM 12
Current Path: Department of Provincial Treasury/Untitled 1

Help

Untitled 1

Default

o iz || |
21 =8 e |is
& =

oK Caneel
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11.3Adding A Location

e From Location screen, select the Location from Location Folder

List of Locations =
‘@8 Department of Provincial Treasury Asset Mang Stron = |
@8 Admin Building - Ulundi G 13 Server Room [x] View
‘=-§@@ Joshia Door DED Building =] =
Edit...
@8 Marine Parade - Durban —
@8 Natalia Building P M Burg e
@8 Nomalanga Building e
@ Treasury House - Fietermaritzburg Delete
@8 Treasury House - Suspense =
Move
Copy
Send...
Show Folders Restrict
(®) Show Name
Edit Folders... Tag Selected Tag All () Show Code
Help Search... Close
e Click on New
E-@8 Department of Provincial Treasury Asset Mang St = |
@8 Admin Building - Ulundi G 13 Server Room (2] View
E-@& Joshia Door DED Building =] =
- Edit...
Marine Parade - Durban
@§ WNatalia Building P M Burg D
18 Nomalanga Building =
&3 Treasury House - Pietermaritzburg —
B§ Treasury House - Suspense =
Move
Copy
Enter a new, unique Location code = P

[Z1 show Folders

Edit Folders...

Help

LND00T2
oK Cancel
Restrict
(®) Show Name
Tag Selected Tag All O show Code

Search... Close
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Hardcat will prompt you with a unique product code, depending on Options selected you may or may not be
able to override this code. Click on OK

Details for New Location X
Code:
Barcode: | LNODO721 RFID Tag:
MName: More Text...
Details Presets Files Assets People Histary
Address Line 1 City:
Address Line 2: State:
Address Line 3: Country:
Zip/Post Code: Email Address:
Title: Phane Number:
Contact Name: Cell Phone:
Contact Position: Fax Number:
Contact Department:
Web Site:
FTP Site:
Latitude: | 0,000000 = Aftitude: | 0,000 =
Longitude: | 0,000000 =
Help oK Cancel

Enter the name of the Location.
Click OK

12.Creating a Cost Centre Type
e From the Configuration Menu, choose Cost Centre Types.
e Click on New.
e Click on the Code Box, then enter in the Cost Centre Type Code, or accept the system default.
e Click on the Description Box, then enter the Cost Centre Type description.
e Click on OK to confirm.
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Hardcat Asset Management

File Modules Lists

Reports  Configuration Help

€ 000000 0800 00 ee e 000

List of Cost Centre Pres

List of Cost Centre Preset Classes

| Code Description
Details of Preset Class El‘t
[Mew...
Code:; | CT000000 Questions... Delete
Description: | E:py
[ Glabal
Help oK Cancel
Help Close
>

Code

Help

Description

Delete

Copy

Close
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12.1 Cost Centre Preset Questions
e From the Configuration Menu, choose Cost Centre Types.
e Ensure the required Cost Centre Type is highlighted then click on Edit.

e Click on Presets.

Code | Drescription
Details of Preset Class e _gdit.
(Mevw
Description: | BAS CODES & DESCRIPTIONS _Copy
[ clabal
Help oK Cancel
Help Close
Preset Questions >
Edit
Mew
Delete
Copy From...
Py
—
Data Type: string s
Prompt to Display:
| [] rRestricted
Drefault Walue:
Standard List... =
I:l Restrict Preset Value to entry in Standard List
Help oK Cancel
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e Click on the New Button.
e Inthe Prompt to Display Box, enter the Question you wish to appear regarding this Cost Centre Type.
e Click on the Default VValue Box to enter a default response to a preset question if known / required.
e Click on OK.
e To change an existing Preset question, highlight it and click Edit, then click OK when the changes are
complete.
e The order of the preset question can be moved to suit your information requirements using the Move
arrows. Click on the preset question to highlight.
e To delete an existing Preset question, highlight it and then click on Delete.
Preset Questions >
Code escription
S0 epr. Expens EEr
S02 Acc, Depr, GL &/c
S03 Proceeds of Sale GL A/c New
504 Gain on 5ale GL Afc
S05 Loss on Sale GL &/c
S06 Impaiment Expense GL A/c Delete
SE; _-’:.cFrLalTI:I?;icl Ienzg?irgmeanL Al
255 LR§;5 IO;:Rev:iu;ti‘on ((SSLI.-.C SR
510 Retained Earnings GL A/c r
00 punarace moveup [ a | |
05 Proe vame Move Down | + |
004 Objective Code
0os Objective Mame
00E Asset Category Code
ooT Asset Category Description
o0s Regional |dentifier Code hd
string
Purchase Cost GL Afc Restricted
Standard List... g
Restrict Preset Walue to entry in Standard List
Help Close
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13.Creating People Types
From the Configuration Menu, choose People Types.

File Modules Lists Reports Configuration Help

© 000900 0eea 0o e e 00

List of Persen Preset Classes X

e Click on New.

e In the Code Box enter in the Person Type Code (this information may be available from your HR

system) or use the system default.
e Click on the Description Box, then enter in the Person Type description.

Click on OK

Code | Description

Detail of Presct (I X [Edt..
T001 etails of Preset Class E

|Mew...
Code: |FTOCO0CD Questions... Delete
Description: _EODY

[clobal

Help oK Cancel

Help Close
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13.1 People Preset Questions
e From the Configuration Menu, choose. People Types.
e Ensure the required Person Type is highlighted then click Edit.
e Click on Presets.

File Modules Lists Reports Configuration Help

6000000000 0 e e 900

Code Description

o0t Details of Preset Class X |Edit..

Code: |USER Questions... Delete

Help Close

e Click on New.

e Inthe Prompt to Display Box, enter the Question you wish to appear regarding this Person Type.

e Click on the Default VValue Box to enter a default response to a preset question if known / required.

e Click OK.

e To change an existing Preset question, highlight it and then click Edit, when the changes are complete
click OK.

1. The position of the user defined preset questions can be moved to suit your information
requirements using the Move arrows. Click on the preset question to highlight.
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Preset CQuestions P

Code Crescription

Edit

Mewr

Delete

Copy From...

MMove Up

i,
Powve Dowwn -

string

Restricted

Standard List... s

Restrict Preset Walue to entry in Standard List

Help Close

13.2 Peoples List Configuration

Assigning assets to people within the HardCat database means that the responsibility of an asset is attributed to
that person. This is specifically designed to track attractive and

portable items including laptops and mobile phones. People can be configured in a hierarchical structure in
exactly the same way as locations and Cost Centres.

The person structure is also imperative for HardCat Users, as it details a complete history of an assets and who
made any adjustments or updated records.

It is recommended that an Employee list from HR, a phone list, or a Login ID list are used to create the people
records.

13.3 Updating Peoples List

e Select Lists, People, or press CTRL-P or click on the People Icon g
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File Modules Lists Reporis Configuration Help

J006000eed 80 0e e 000

List of People X
E&& Harch R. 63075059 E
Ex-Employees archaran R,
8 ey Wihemb 73837207 g [
Edit...
New...
Delete
Move
Copy
Send..,
Show Folders Restrict
(®) Show Name
Edit Folders... Tag Selected Tag Al () Show Code
e Select the Folder Name from the Peoples Hirachy
e Ckick OK
e-Boahen 62878727 E "
Alli € 61593591 Miew
Alli € Pool Laptop [=]

Annual Audit Furniture Edit...
Annual Audit IT

Armstrong CD.60000066

Arumugam H.62574205 New...
Asset Mang IT Equip Storage

Awaiting Disposal/Distraction
Aweta SCB 62927281

BA Mkhize Vehicles

BA Mkhize Vehicles LOCO CASE Move
Bainbridge M. IT Technician
Baldeo R.61721051

Delete

Copy

Enter a new, unique Person code >
Send...

Mew Code: | [ERED]

oK Cancel

Billinge LA, 11763445
Biyela MA.62884255
EBiyela N.21661324
Biyela P.D 61814503
Biyela T 64186491
Eoadyguard Ministry
Bokwe 55.62379712
Bowes DD.60000325
Buthelezi BM.60164775

Show Folders

Restrict
(®) Show Name
Edit Folders... Tag Selected Tag All O show Code

Help Search... Close
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e Hardcat will prompt you with a unique people code, depending on Options selected you may or may not
be able to override this code. Click on OK

Details for New Person

Code:
Barcode: | PEO0T818

Mame:

Persal No:

Details Presets Files

Address Line 1:
Address Line 2:
Address Line 3:

Zip/Post Code:

Title:
Contact Name:
Contact Position:

Contact Department:

‘Web Site:
FTP Site:
Latitude: | 0,000000

Longitude: |0,000000

Help

ssets

RFID Tag:
Jpen Problem:  Attached
City:
State:
Country:

Email Address:

Phone Number:
Cell Phone:

Fax Number:

Altitude: | 0,000

GIEIEIE

More Text...

Stock on Hand

oK

Cancel

e Enter the name of the Person and complete other fields

e Click OK

14. Create A Supplier Type
e From the Configuration Menu, choose Supplier Types.

File Modules Lists Reports Configuration Help

[ON=T==" 1]

O oo 0o e e 9009

List of Supplier Preset Classes

Code Description

Close
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e Click on New.

¢ Inthe Code Box, enter the Supplier Type Code or accept the system default.

e Click on the Description Box, and then enter in the Supplier Type Description.
e Click OK.

File Modules Lists Reports Configuration Help

6/000ea0 0eee v oo e @0

Cade | Description

Details of Preset Class X [Edite.
Hew..

Code: | ST000000 Questions... Delete

Description: || E-
[ Global

Help oKk Cancel

Creating and Using Supplier Preset Questions
e From the Configuration Menu, choose Supplier Types.
e Ensure the Supplier Type is highlighted then click Edit.
e Click Presets.

9 OO0 O O @@ @ GODO

ccccccccccc

string

ccccc
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e Click New.

e Inthe Prompt to Display Box, enter the Question you wish to appear regarding this Supplier Type.

e Click on the Default VValue Box to enter a default response to the preset question if known / required.
e Click OK.

e To edit an existing Preset question, highlight it, click Edit, and then click OK when the changes are
complete.

e The position of the preset question can be moved to suit your information requirements using the Move
Arrows. Click on the preset question to highlight.

e To delete an existing Preset question, highlight it and then click on Delets.

File Modules Lists Reports Configuration Help

€ J00@00 0eeD 80 0 e @O0

Code. Copy From...

Data Type: string ~

Prompt to Display:
[ restricted

o
Default Value:

Standard List... (—]

[ Restrict Preset Value to entry in Standard List

Help oK Cancel

4.1. Updating Suppliers list

Select Lists, Suppliers, or press CTRL-S or click on the Suppliers Icon Q‘
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. Hardcat Asset Management
File Modules | Lists Reports Configuration Help

€0 .. w 190 00 06 6o

Locations... Ctrl+L

Maps...
Suppliers... Cirl+S
People.. Ctrl+P
Products... Ctrl+R
Regions...

Alerts...

Charts...

Fonts..

Notifications...

Depreciation Sets... Ctrl+5hift+D
Problems... Ctrl+Shift+P
Purchase Orders... Ctrl+Shift+0
Stock... Ctrl+Shift+K
Work Orders... Ctrl+Shift+W
Search Results... Ctrl+E

From the List of Suppliers Screen below, Click on New

List of Suppliers >

B Y sucoiiers|

View

. Edit...
AA KRANE (PTY) LTD =
ABASAKAZI BE PRINTING AND STATIOMNARY (PTY) LTD

ABCO STATIONERS Hew...
ABELUNGU COMSTRUCTIONS TILLING AND LANDSC..
ABONGIEOMCEEO [PTY) LTD Delete
ACCENTURE =

AE SOFTWARE SOLUTIONS

AFEZEKILEWETHU TRADING Move
ALKAMET HOLDINGS (PTY) LTD

ALPHA OFFICE FURNITURE Copy

ALSHEDAI TRADING €C

ALV AGENCIES

AMABHUBHESI Pty(Ltd) Send...
AMABUTHO SIGNS

AMANDLA BOOKSHOP AND STATIOMERY
AMANGWANE SANGWELIBANZI HOLDING
ANVISION COMPUTERS

APHANO HOLDINGD 2020

APPLES 4 APPLES

AUTOPAGE CELLULAR DIRECT
AWANDAMANDLA

AZ TRADING CORPORATION
BADATSONS CC MICA

BAJIABULILE PROJECTS

BALENGWE HOLDINGS PTY LTD

BARGAIN BASKET

BARGAIN BOOKS

BERMIN INVESTMENTS

BIDVEST WALTONS PTY LTD

BLACKISH SHEQ CONSULTANTS
BLOMEYERS APPLIANCES CC
ELOMEYERS ELECTRICAL

BONISA MOBILE PROJECTS

how Folders Restrict I

(®) Show Mame
Edit Folders... Tag Selected Tag All ) show Cade
Help Searcho. Close

Form the Screen below, enter Supplier Name and other details
Click on OK
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Details for New Supplier >

Code: W
Barcode: [HCODOS20 RFID Tag:

Mame: | More Text...

ZMT Mumber: [ Authorised

Details Presets Files Assets People History
Address Line 1: | city: |
Address Line 2: | State: |
Address Line 3: | Country: |

Zip/Post Code:

Email Address: |

Title:
Contact Mame:

Phone Mumber: |

Cell Phone: |

Contact Position: Fax Mumber: |

Contact Department:

Web Site:

FTP Site:

Latitude: |0,000000 Altitude: | 0,000 =

TRiED

Longitude: | 0,000000

Help oK Cancel
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