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Inventory Management Tool User Guide
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Registration

Step 1

Go to the Inventory Management Tool website:
http://property.netdigitalsolutions.com/

Step 2
Click on the “Register” button.

Step 3
In the registration pop-up, enter the required information.

Step 4
Click “Register” to create your account.

About |  Privacy

N @nventory
§¢ [QDanagment
— ool

Manage your Assets

IMT streamlines workplace asset management, making it
easy for users to view and manage assets. With an
intuitive interface, users can quickly, accésé{@\'éset details,
update records, and track changes/fok tHe ar_(;wual
reconciliation.
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Login/Register

In the new pop-up, enter your required information then click on “Register”.

Email Address Cell Phone
First Name Last Name
Password Retype Password

Select the type of account you are applying for
® pmO
D Property Custodian

Select your agency below.




Logging In

Step 1

Go to the Inventory Management Tool website:
http://property.netdigitalsolutions.com/

Step 2

Click the “Login” button in the upper-right corner of the screen.

Step 3
Enter your email address and password.

Step 4
Click “Login” to access the system.
About |  Privacy

- " @nventory
22 ¥ [@anagment
S T [

Manage your Assets

IMT streamlines workplace asset management, making it
easy for users to view and manage assets. With an
intuitive interface, users can quickiy acc\es:s’"—é\%set details,
update records, and track changes/fofthe anhual
reconciliation.
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Email Address

Password

Login/Register




My Workspace
What It All Means

The “My Workspace” page is accessible to all users. Depending on the user’s role, the available
functionality may differ.

The workspace page serves as your personal dashboard and displays the status of your inventory
files.

The dashboard allows users to:

- View the status of inventory files

- Track progress toward completion

- Identify files with errors

- Access files currently in review, submitted, or accepted

Agency names displayed in blue text can be selected to open and review the associated records.

Workspace GREEIECENIRCEENGEE Welcome Brandy! (&}
My Workspace
Eifort Agencies Submitted Agencies Accepted
’ 2025 Property File Reconciliation VI /43 (0.00% submitted) /43 (0.00% accepted)
L 1{|L ]
1 N S e e ) e N
(£] ARB 1 $8,445.00 1 0 [ o0oo% |
(5] AsP 15 $64,548.00 15 0 [ ooo% |
(P] BLS 0 $0.00 0 0 Missing data
(A BOC Front Office 6 $13,999.00 6 0 [ oo ]
(5] BOC Print Shop 14 $139,751.26 14 0 [ 0o0% |
[# BRB 15 $77,180.40 15 0 (—
[#] Building Management 22 $26,400.00 22 0 :
|S] Conference Center 108 $104,760.15 108 0 :

*Note: The magnifying glass icon will allow you to view by cost center for the agencies.

These columns are the key to tell you the status of the file. The files can be in review, contain
errors, be submitted, or accepted.

You can view previous efforts, by using the drop-down.

My Workspace

Effort i i Agencies Accepted
[ 2025 Property File Reconciliation »] 0/43 (0.00% accepted)

© mwe oo o1 v

B msem w0 TR

anne R a Lo ]




Edit Drilling Down & Accessing Your Property Inventory File

Step 1
From the “My Workspace” page, click on the “Cases” tab at the top of the screen.

Step 2
Select the appropriate agency from the dropdown menu.

Step 3
Click on the Property Inventory File to review, update, or validate inventory records.

Property Inventory Files

Overview
Wl el Admin | Property Inventory Files

The Property Inventory File page allows users to review, validate, and update inventory records
before submission.

The page layout and available functionality may vary depending on:
- The user’s role

- Whether the inventory effort is Active or Sealed

- Whether the file has already been reviewed and accepted

To view the data for another agency, use the dropdown menu on the left side of the screen.

Note:
Users can only view one sub-agency at a time.



ST ETONE Property Inventory Files Welcome Brandy! @

0/9905 Good Record(s) - 0.00% clean

Property Inventory I Active

2025 Property File Reconciliation [#

Barcode Asset Tag (~)

0 Valid A 9905 Invalid ‘9905 Total 0 Disposed
Agency (-) D | Sub-Agency (=) (D | Cost Cente! (o))

q start scanning
A View Error(s!) n

vl IDE" Computercoql Precis

[1n stock / Pending dispc | [Dell Computer Con| [Precis

v| |Dall ComputerCon| Precis

~| [Dell Computer Con| [Precis

v| |De|| COmputerCoq| Precis

v| | Dell Computer Gonl Precis

V| [DE" Computer Goql Precis

0 [o00376 | [BLs | [Administrative Se| [626 | [s618

O [o015-16963 | [eLs | [ Federaustate prc| (863 | [6razrRz2 [1n use
O |oo15-17264 | [BLs | [ Technological and| [731 | [6reosz2

O [0015-17293 | [eLs | [ Federalistate Prc| (883 | [cxmpRz2 [In use
O [o015-17589 | [eLs | [ Federaistate Prc| [863 | [cxvHBz2 [1n use
O [o015-22138 | [BLs | [ Federauistate Prc| [863 | [6R5ZRZZ [1n use
O [o015-23019 | [eLs | [ Federalistate Prc| (883 | [6RawRzZ2 [In use
O [o015-23031 | [eLs | [ Federaustate Prc| [863 | [sroxRZ2 [1n use
O [0015-23032 | [BLs | [ Federaustate Prc| [863 | [6r7YRZ2 [In use

v| |Dall ComputerCon| Precis

0 Vvalid A 9905 Invalid 9905 Total 0 Disposed
» E @ I I .. m |

Bl zlallalallzlalalallsTwl vourare viewina naae 0199 naaes (9905 racordsl

Property Inventory Files Welcome Brandy! @

Property Inventory e Active 0/9905 Good Record|(s) - 0.00% clean
q start scanning

2025 Property File Reconciliation [# |
A\ View Error(st) n

Barcode Asset Tag ©) (D

o [000376 | [BLs | [Administrative Se| [626 | [s618

O [o015-16963 | [eLs | [Federalstate Prc| (863 | [srazrzz ~| [Dell Computer Con| [Precis
O [0015-17264 | [eLs | [ Technological and [7a1 | [6roosz2 \ [1n stock / Pending dispe +| [Del Computer Con| [Precis
O [0015-17293 | [BLs | [ Federalistate Prc| [863 | [cxmPrz2 \ [in use ~| [Dell Computer Con| @
[m] |no15-17589 | IEILS \ [Federauszats F'n:| |aa:; | I(:XYHEIZZ j ||n use v| |De|| c;ompmer(:nnl @
O [o015-22138 | [BLs | [ FederaliState Prc| [a63 | [6rszRZ2 [in use ~| [Dell Computer Con| [Precis
O [o015-23019 | [eLs | [ Federaustate Pre| (263 | [6RawRz2 ] [1n use ~| [Dell Computer Con| @
O [0015-23031 | [eLs | [ Federaustate Prc| (863 | [6rsxrz2 \ [1n use ~| [De Computer Con| @
O [0015-23032 | [BLs | [ Federalistate Prc| [863 | [6r7vRZ2 \ [in use ~| [Dell Computer Con| @

Bz 2 s el alalal ol s vourare viewina naae [ f 199 naaes (9906 records)
Please note, you can only view one sub-agency at a time.

Show/Hide Fields

Users can customize the visible columns within the Property Inventory File.

Step 1
Click the three dots on the right-hand side of the grid.



Step 2
Select the option to show or hide fields.

Step 3

Check or uncheck fields to control which columns are disi laied.
W e Property Inventory Files Welcome Brandy! (@)

Property Inventory e Active 0/6 Good Record(s) - 0.00% clean & REVIEWED & ACCEPTED ?
2026 Property File Reconciliation Q‘ I I

@ 0 Vvalid AG Invalid .“‘GTotal m] 0 Disposed
wreor o] -

Asset Found (=) D | State Substate Dis

Barcode Asset Tag ) O | Agency () ) | Sub-Agency (=) (D | Cost Center ©) (D | Asset Serial Number =) (D

V| ‘Samsung

[000107087 | [BOC Front offi] | | [mo6200 | [o8YKCAMBOOB0GA

|
[ocot07088 | [BOC Front offi] | | [mo6200 | [74988HB1635 ~| [Panasonic | 73
O [0015-22225 | [BOC Front offi] | | [mo6200 | [unknOWN v| [Huddie cam ] [unKN
O [o015-35605 | [BOC Front Offi] | | [mosz200 | [871TUTQ454 ~| [Motorola | [Aans|
O [o015-35609 | [BOC Front o] | | [mos200 | [B71TUTQSM +| [Motorola N
O [o015-46207 | [BOC Front offi] | | [mos200 | [unknown ~| [samsung | [cEezf

Clear All Filters
Download Property File

| Hide/Show Columns P

V‘ ‘Panasonic ‘ ‘UB 73

Hide/Show Columns E

Select the columns that you would like to
see in your worksheet.

use Select/Deselect All
Agency
Sub-Agency

use Cost Center

Asset Serial Number
Asset Found

State Substate Disp

use Manufacturer

Model

Asset Type

Special Asset Category
Sensitive

Building Id

Assigned To User




Filtering
Filters can be used to quickly locate records or identify specific data within the inventory file.

Step 1
Locate the column you want to filter.

Step 2
Click the filter icon within the column header.

Step 3
Enter or select the desired filter value.

Property Inventory Files Welcome Brandy! (2)

& REVIEWED & ACCEPTED

Property Inventory & Active 0/6 Good Record(s) - 0.00% clean
2026 Property File Reconciliation Q‘ | I

0 Vvalid 6 Invalid 6 Total 0 Disposed
[eocrmon ) Dowse Bsrmts @ort Woowro rer—m

Barcode Asset Tag (=) (D | Agency () ¢ Sub-Agency (=) (D | Cost Center () O | Asset Serial Number () (D | Asset Found () ) State Substate Disp (=) O | Manufacturer (=) O | Model

[000107087 | [BOC Front offi] | | [mos6200 | [08vkcAamMBOOGO6A ~| [samsung | [aEez]
[o00107088 | [BOC Front offi] | | [mos200 | [74988HB1835 ~| [Panasonic | [us7q
O [o015-22225 | [BOC Front offi] | | [mo6200 | [unknowN ~| [Huddie Cam ] [UNKN
O [0015-35606 | [BOC Front offi| | | [mo6200 | [871TUT454 ~| [Motorola | [Aansf
O [o015-35609 | [BOC Front offi] | | [mo6200 | [871TUTQSM ~| [Motorola | [Aansf
O |o015-46207 | [BOC Front offi] | | [mo6200 | [unknowN ~| [samsung | [aeef

@O\Ialid AGInvalid .'v'GTotal [[ﬂODispose

[ | Acquisition Cost () @ | Inventoried Date () @ | Inventoried By

$4,000.00

L

SlEE—
Bl —
]
-

$1,200.00
$1 200 00 I II

The system will automatically display matching records.

The following filtering options are available:



String Matching
String matching allows users to search for exact text values within a field.

Example:

Entering “Desk” will return records containing the word “Desk”.

Wildcard String Matching
Wildcard filtering can be used when searching for partial text values.

Example:
Entering “Desk*” may return records containing values that begin with “Desk”.

Numeric Greater Than & Less Than Comparisons
Numeric filters can be used to locate values above or below a specified number.

Examples:
->1000
- <500

Toggling Errors
Users can filter records to display only items containing validation errors.

This can help identify records that require correction before submission.

Clearing Filters

To remove filters and return to the full inventory list:
- Open the filter menu

- Select “Clear Filter”

v space | Ac Property Inventory Files Welcome Brandy! &
Property Inventory & Active eo.’saos Good Record(s) - 0.00% clean ?

2025 Property File Reconciliation [#

% startscanning

@ 0 Valid 9905 Invalid ‘9905 Total I]II 0 Disposed
_ El ~ v A vew e [

e e T e e e e e

o [ooos76 \ |BL5 \ ‘Admlnlslmtlve3e| 626 |561a m [unkn
In Use
O [o015-16963 | [BLs | [ Federalistate Prc| [863 [eRazrRZ2 [1n use ~| [Dell computer Con| [Precis
O [o015-17264 | [BLs | [ Technological and| [731 [sRe0sZ2 [1n stock / Pending dispe +| [Dell Computer Con| [Precis
O [o015-17293 | [BLs | [Federaustate Prc| [863 [cxmPrz2 \ [In use ~| [Dell Computer Con| @
) |oo15-17589 | [BLs | [ Federalstate Prc| [863 [cxvHBz2 | [In use ~| [Dell Computer Can| @
O [oo15-22138 | [eLs | [ Federavstate Prc| [863 | [srszrz2 [in use ~| [Dell Gomputer Can| M
O [oot1s-23019 | s | [ Federavstate Prc| (883 | [erawrzz [1n use ~| [Dell Computer Con| [Precis
O [0015-23031 | [BLs | [ Federaustate Prc| [863 [eRsxRZ2 [1n use +| [Dell Computer Con| [Precis
O [0015-23032 | [BLs | [Federaustate Prc| [863 [er7YRZ2 ] [in use ~| [Dell Computer Con| [Precis
B R Tz sTal7Ma a0 Ts | Yourareviewinanacall 16199 naces 19905 recards)



Hide/Show Columns
| Clear All Filters

Download Property File

Downloading Your Properties
Users can download their property inventory data for review or offline analysis.

Step 1
Click the three dots on the right-hand side of the screen.

Step 2
Select the download or export option.

Step 3
Save the file to the desired location on your computer.

Property Inventory Files Welcome Brandy! @

Property Inventory e Active I019905 Good Record(s) - 0.00% clean
P Fil iliati 3 ¢
2025 Property File Reconciliation [# ] q startscanning

0 Valid 9905 Invalid 9905 Total 0 Disposed
n ©9wa v u
~ e 0 o

Asset Serial Number (=) (D | Asset Found (=) D | State Substate Disp ) &

o [oo0s b5 ] [rammsrawe se [6z8 | [ \ =
In Use

O [0015-16963 | [BLs | [ Federaustate Prc| [863 | [eRazrZ2 ~| [Dell Computer Con| [Precis
O [oo15-17264 | [BLs | [ Technological ani| [731 | [sroosz2

O [oo15-17203 | [BLs | [ Federalstate Prc| [863 | [exmPRz2 ~| [Dell Computer Con| @
O [0015-17589 | [BLs | [ Federaustate Prc| [863 | [cxvHBz2 ~| [Dell Computer Con| @
O [o015-22138 | [BLs | [Federavstate Prc| [863 | [rszRZ2 ~] [Dell Computer Con| [Precis
O [oo15-23019 | [BLs | [ FederaUstate Prc| [863 | [eRawRz2 ~| [Dell Computer Con| [Precis
O [oo15-23031 | [BLs | [ Federaustate Prc| [863 | [ersxrz2 +| [Dell Computer Con [Precis
O [oo15-23032 | [BLs | [Federavstate Prc| [g63 | [srR7vRZ2 ~| [Dell computer Con| [Precis

B =Talsalziallal ol s vourareviewinanasall 16199 naces 19905 recardel

Hide/Show Columns
Clear All Filters
| Download Property File




Switching to Past Efforts - Sealed vs. Active
Users can switch between current and previous inventory efforts.

Step 1
Select the drop down referenced below.

Step 2
Select the desired inventory effort.

Note:

Previous efforts are displayed in read-only format and cannot be edited.

*Note: The information displayed is in a read only format.

Property Inventory & Active 0/9905 Good Record(s) - 0.00% clean
2025 Property File Reconciliation [#

0 Valid 9905 Invalid 9905 Total 0 Disposed
Sub-Agency (©) (D | Cost Center () (D | Asset Serial Number () (D n

[ Administrative Se| (626 | [s818 |

Select an Effort EI

Select an effort to view/edit. Past efforts
are read-only and cannot be edited.

| 2025 Property File Reconciliation v|

Create a New Effort

O [o015-17293 | [BLs | [ Federatistate Pre| [863 | [cxmPrz2 |

ederal/State Prc| (863 | [sRazrZ2 |

| Technological and| {731 | [6Ro0SZ2 |

11



Reconciling Data
Getting to 100% Clean

The reconciliation process is used to validate inventory data and correct any remaining errors
before submission.

The progress bar at the top of the screen displays the current percentage of valid records within
the inventory file.

Records containing missing or invalid data will be highlighted in red.

W LIl Property Inventory Files ‘Welcome Brandy! @

Property Inventory & Active f 0/9905 Good Record(s) - 0.00% clean
2025 Property File Reconciliation g I

q start scanning

. . —1
0 Valid 9905 Invalid 9905 Total 0 Disposed
g ©wa 0 ssostoor I =5

Barcode Asset Tag (=) (D | Agency () (D | Sub-Agency (=) (| Cost Center (=) (D | Asset Serial Number (=) (D | Asset Found () () | State Substate Disp ) (D | Manufacturer (=) () | Model

 [000376 | [BLs [ Administrative Se| (626

O [o015-16963 s Federal/State Prc| [863 [6RazRz2 Dell Gomputer Con| [Precis
O [o015-17264 [eLs Technological and| [731 [6ro0sz2 In stock | Panding dispc | [Dell Computer Con| [Precis
O [o015-17293 [eLs Federal/State Prc| (863 [cxmPrz2 In use ~| [Den Computer Con| @
O [on1s-17589 leLs Federal/State Prc| (863 [cxvHBz2 In use ~| [Dell Computer Con| [Precis
O [on15-22138 [eLs Federal/State Prc| (863 [6rszrZ2 In use ~| [Dell Computer Con| [Precis
O [o015-23019 s Federal/State Prc| 863 [6RawRz2 In use ~| [Dell Computer Con| [Precis
O [o015-23031 [BLs Federal/State Prc| [863 [6rRsxRZ2 In use ~| [Dell Computer Con| [Precis
] |on15-23032 \BLS Federal/State Prc \863 |GR7YR72 In use ~| [Del Compu|erCur|| @

BTz T alallials s | vour ars viewina nace 1 #£199 naaes (9908 recards)

Viewing Errors
To view current validation errors:

Step 1
Click the “View Error(s)” button in the upper-right corner of the screen.

Step 2
Review the list of displayed errors.

Step 3
Select the associated field or record to navigate directly to the issue requiring correction.



Property Inventory Files Welcome Brandy! (&

Property Inventory & Active 0/9905 Good Record(s) - 0.00% clean
2025 Property File Reconciliation [# |

E @ 0 Valid ASBOS Invalid ." 9905 Total i]‘n- 0 Disposed

q start scanning
AView Error(s!)

Barcode Asset Tag ) (0 | Agency () (D | Sub-Agency (=) (U Cost Center (=) (0 | Asset Serial Number =) (0 Asset Found (=) (| State Substate Disp &) &

 [000378 | [es [Administrative Se| [626 [s618 [Bell & Howell [unkne
O [0015-16963 | (s Federal/State Prc| (863 [6razrz2 Dell Computer Con| [Precis
O [0015-17264 | [eLs Technological and| 731 [6ro0s22 Dell Computer Con| [Precis
O [oo15-17293 | [eLs Federal/State Prc| [863 [cxmPRz2 Dell Computer Con| @
O [oo15-17589 | [eLs Federal/State Prc| (863 [cxvrHBZ2 Dell Computer Con| [Precis
O [oo15-22138 | [eLs Federal/State Prc| (863 [6rszRZ2 Dell Computer Con| [Precis
O [on15-23019 | [eLs Federal/State Prc| (863 [6RawRz2 Dell Computer Con| [Precis
O [o015-23031 | [eLs Federal/State Prc| (863 [6RsxRZ2 Dell Gomputer Con| [Precis
] |m15-23m2 | ‘BLS Federal/State Pr(l ‘863 |ERTYR12 Dell Cumpulﬂrcunl IE
BB =Tl slal7zlalalnllslsal  vouraes viewina nanalt AF199 nanes 19908 rarnrds)

Submit Property Inventory File

DETAILS

Field Name

Agency
SubAgency
CostCenter
BarcodeAssetTag
AssetSerialNumber
AssetFound
StateSubstateDisp

Manufacturer
Model

AssetType
SpecialAssetCategory
Sensitive

Buildingld
AssignedTolser

XLLLXLCLx xS

Correcting Errors
Fields requiring correction will be highlighted in red.

To correct a field:

- Click inside the highlighted field

- Enter or select the correct value

- Continue updating records until all validation errors have been resolved

Note:
Some fields may contain dropdown selections instead of free text entry.



Property Inventory e Active 0/9905 Good Record(s) - 0.00% clean
2025 Property File Reconciliation |?,'

0 Valid A 9905 Invalid 9905 Total 0 Disposed
Barcode Asset Tag (©) O Fiscal Year (2) @ | Acquisition Cost (*) @  Inventoried Date (:) @ | Inventoried By &) & |

000376 | | [s0.00 |

This field cannot be
blank. This value
must be an email
address

[close]

If the box appears white, the error has been cleared.

D=t Property inventory Files.

Property Inventory (active) 11130/208789 Good Record|s) - 5.33% clean
ty F
. @ — 0 @ worisconnng

e @ msovais ) 97659 1mvalia i 206789 Total ] O Disposed
= aa O

| Yes Inuse P ProDesk 600 G4 o IYes

4 .

| Yes Inuse HP ElitoBook 745CS | Laptop | Yos.

|ves Inuse Lenovo IdeaPad 3 | Yes

Yes Inuse Lenovo IdeaPad 3 | ves

Yes Inuse Lenovo ideaPad 3 Yes

Yes Inuse Lenovo IdeaPad 3 | ves

Yes Inuse ICOM Ic-F4on | Yes

| ves Inuse Xerox 3125 E 2 Yes
17 |ves Inuse Hamikton Beach NA e ] | ves

ves nuse e Proesk 600 Mini _m,m.m es
Bzisi«is]el7]89]0]>]»]| Yourarmviewingpage|l |of 4176 pages (208789 records)

Please note: A PMO user can edit the Cost Center Code field when the effort is “Active”. The only rule is the cost center
code must exist (within the PMO’s Agency). If it doesn’t, a message will be displayed. It will look like this:

[MopEOOB

LA Invalid cost center code

M94030 1038990067
M94030 0015-45979
M94030 6TBOS8905N
M94030 6TBOS8953N
M94030 BA40820866
Ma4NZN LINNSATAT

14



Please note: For Property Custodians, the noneditable fields are greyed-out.

000140M3 ASP M34030 10654820 Vertex Standard Miscellaneous Communicati | Communications
=l 00140080 ASP M94030 1038990067 Vertex Standard | Miscellaneous Communicati | Communications
__ 0015-45979 ASP M94030 0015-45979 se Samsung Television/Mounting Brack | Television
O 6TBOSBI05N ASP M34030 6TBOSB90SN Xerox D30 Scanner
6TBOS8953N [ ASP M94030 6TBOSB8953N Xerox [ Das Multifunction Cog)
=l BA40B20866 ASP M34030 BA40B20866 Frigidaire FRTIBKG3CW4 Refrigerator

Validation Status Indicators

The status indicators at the top of the screen display:
- Valid records

- Invalid records

- Total records

- Disposed records

The inventory file will reach 100% clean once all required validation issues have been resolved.

0/6 Good Record(s) - 0.00% clean

<. -
@ 0 Valid A 6Invalid g 6 Total [m 0 Disposed

Adding Property

Users can manually add new property records to the inventory file.

Step 1
Click the plus sign icon above the inventory grid.

Step 2
A new property form will appear.

Step 3
Enter the required property information.

Step 4
Click “Accept” to save the new property record.
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m Property Inventory Files Welcome Brand,

Property Inventory & Active 0!9905 Good Record|s) - 0.00% clean
2025 Property File Reconciliation [#° | q E—

o !—*" A wress @ [ oourons =
A\ View Error(s))

Barcode Asset Tag (=) (D | Agency & () ‘ Sub-Agency () (D | Cost Center () (1) | Asset Serial Number ) () | Asset Found (%) (D | State Substate Disp &) (@

0015-23083 | [Ls | [ Technological and| [731 [sRTWRZ2 [l ] [mstock/ Pending dispe | [Dell Computer Con| |
0015-23085 | [BLs | [ Federarstate Prc| [863 [6R21522 [ vfnuse V] De\lComputerCon‘i
0015-24839 | [eLs | [Federal'state Prc| [863 [6R10822 | I +| [ell Computer Con| |
0 [0015-24886 | [eLs | [Federatstate Prc| (663 | [eRavRz2 L f[muse ~| [elt Computer Con| |
0 001527681 | [eLs | [Federalstate Prc| (663 | [srs2sz2 Il ~][instocki Pending dispc | [Dail Computer Con| |
0 [0015-27780 | [BLs | [[Technological and| [7a1 [sRawRZ2 ]l ~][instocki Pending dispc ~| [Dell Computer Con] |
O [o015-28120 | [BLs | [Federaisiate Prc| (863 | [erawrzz ] [1n use ~| [Den Computer Con] [
O [oo15-28130 | [BLs | [ Technological and| [731 [erowRz2 [l ] [mstock/Pending dispc | [Dell Computer Con|
O [o015-28137 | [eLs | [ Technological and| [731 |6R12522 [l <] [mstock/Pending dispc | [Dell Computer Con| |

A new form will appear. Enter the required data and click “Accept”

Enter in the new asset below. Click on the ACCEPT button to save this asset, or click on
the CANCEL button to cancel

Agency Barcods Asset Tag
BOC Front Office Bl
Inventoried Date Inventoried By
£/4/2026 | bfrazer@netdigitaisolutions com
.SUD -Agency Cost Center Asset Serial Number
100 |
State Substate Disp Nmnufac[uror Model
[ nuse [ |
Asset Type Special Asset Category  Sensitive
. | 4]
Bullding id  Acquisition Cost fsset Type Other .
|

Comments

p—

Note: If required information is missing, the system will prevent the record from being saved
until all mandatory fields have been completed.

Enter in the new asset below. Click on the ACCEPT button to save this asset, or click on
the CANCEL button to cancel

Agency | f please fix the following eror(s). (]
BOC F{
. | = Asset Serial Number error. Serial number cannot be blank or 3
Inventor| PASEEAR -
5/4/202 | » Manufacturer error. This field cannot be blank. om
Sub-Agd | * Model error. This fieid cannot be blank. ) k.
=== | « Asset Type error. This field cannot be blank This value isnota |
valid asset type.
State Su| ¢ Bullding id eror. i field cannot be blank. That buikding 10 -
does not exist —
| Inuse ||« Acquisition Cost error. This field cannot be blank ]
Asset Ty|
Building|
Commet

CANCEL ACCEPT

Disposing Property
Property can be marked as disposed by updating the “State Substate Disp” field within the
inventory record.

Step 1



Locate the property record within the inventory grid.

Step 2
Navigate to the “State Substate Disp” column.

Step 3
Select the appropriate retirement or disposal status from the dropdown menu.

Examples include:

- Retired / Disposed

- Retired / Donated

- Retired / Exchanged or Sold

- Retired / Recycled through Certified Recycler
- Retired / Abandonment-Destruction

Step 4
Verify the updated status has been applied to the record.

Disposed records will be reflected in the disposition totals displayed at the top of the screen.

PLIGILE Property Inventory Files Welcome Brandy! (@

Property Inventory & Active 0/6 Good Record(s) - 0.00% clean & REVIEWED & ACCEPTED
2026 Property File Reconciliation CI,‘ | I

@ 0 Valid A 6 Invalid ." 6 Total ﬁ 0 Disposed
(o] B o [

Barcode Asset Tag (3 (| Agency &) | Sub-Agency &) (| Cost Center () (D | Asset Serial Number 5 (D | Asset Found ( (D State Substate Disp @ ©  “~nufacturer ) (0 | Model
000107087 [BOC Front offi] | | [mo6200 | [osykcAmBOOGOGA +| [samsung | [aEsz|
000107088 [BOG Front o] | | [mo6200 | [4988HB1635 +| [Panasonic | [ue7g
O [o015-22225 [BOC Front offi | | [mos200 | [unknown v] [Huddie cam | [uniy
O [0015-35605 [BOC Front offi] | | [mo6200 | [871TUTQa54 +| [Motorola | [Aans|
O [o015-35609 [BOG Front offi | | [m96200 | [e7aTUTaS11 v| [Motorola | [aaHs)
O [o0015-46297 [BOC Front offi] | | [mo6200 | [unknown v| [samsung ]

\

a State Substate Disp ) @ E

This field cannot be

blank. This value is not
an acceptable value.
[close]
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Deleting Property

Users can delete property records from the inventory file.

Step 1
Select the checkbox next to the property record(s) you wish to remove.

Step 2
Click the three dots menu above the inventory grid.

Step 3
Select “Delete Property(s)”.

Step 4
Confirm the deletion when prompted.

Note:

Deleted Rroﬂp erty records maz not be recoverable after removal.
perty Inventory riles B dy' (&)

Property Inventory B Active el

2025 Property File Reconciliation [#

q start scanning

s —
[socremon | B © Ay D [ view o | o=
e e e s e e i e

8 [o00107087 | [BoC Frontof] | | [Mee200 | [oevkcAmBOos06A - [inuse ~| [samsung | [aee2i
[ [oco107088 | [BoC Frontom] | ] [Moe200 | [Tassar1635 [inuse ~| [Panasonic | [us73
O [0015-22225 B0C Front O] | [mes200 | [unKnown Inuse ~| [Hudéle Cam [k
O [0015-35605 [eoc Frontom] | | [mesz00 | [e71TuTQ4s4 [in use <] [Motorola | [mattsi

[0015-35809 [BoC Front om] | [mo6200 | [s717UTGS1 [inuse ~| [Motorola | [Aasi
O [0o1546207 [Boc FruniOlﬁl I | |M962m) ] [unknown [in use ~| [samsung ] [aEB2i

Click on “Delete Property(s)”

Welcome Brandy! (g

./ -

Hide/Show Columns
Clear All Filters

pm Download Property File
| Add a New Asset /
| [inuse | Delete Propertyls) 48

| Revalidate

I use Submit for Review

[inme

In use

[in use ~ | [Motorola [Thar

‘In use | ‘Samsunu ‘ E

Click on “Delete Property(s)” to finalize.



Property Inventory Files [ET——

Property Inventory (active) 0/6 Good Record(s) - 0.00% clean
2024 Property File Reconeiliation [#' C D]

+ @uww AGIMI\H ﬁsmal ﬁloi;mu Delete Property(s) E
CND| +] ©) Pedew v ol ropay ha

hava selectod for permanant deletion

Agency Sub-Agency Cost Center Barcode Asset Tag Asset Serial Number Asset Found =21

ocio MIEE80 001800338 BTB4SEZI0 Yes Unknown Unknown
Unknown Unknown

ocie MIE680 0018003336 GNKCHENT297 Yes

ocio MIE680 0018003335 SIKCHENT273 Yes

ocio MIEE80 0018003334 LFTIUHAS2081373 Yes

ocio
ocio

Il voursre viewing page[1 of 1 pages (6 records) Delete Propertyls) K

Using a Scanner
Users can scan barcode asset tags directly into the Property Inventory File.

Step 1
Select the appropriate agency from the dropdown menu.

Step 2
Click the “Start Scanning” button.

Step 3
Begin scanning barcode asset tags.

Property Inventory Files e Brandy! &)

Property Inventory M Active 0/9905 Good Recard(s) - 0.00% clean
2025 Property File Reconciliation z I

E @ 0O Vvalid A%OS Invalid ﬁ 9905 Total m 0 Disposed

start scanning K

| [Administrative Se| [626 [unkno
O [0015-16963 | [BLs | [ Federalstate Prc| [863 | [6rRazRZZ v| [Dell Computer Con| [Precis
O [0015-17264 | [eLs | [ Technological an [731 | [sreosz2 [1n stock / Pending dispe ~| [Dell Computer Con| [Precis
O [o015-17293 | [eLs | [ Federalstate Prc| [863 | [cxmprz2 ~| [Dell Computer Con| [Precis
O [0015-17589 | [eLs | [ Federalstate Prc| [863 | [cxvHBZ2 ~| [Dell Computer Con| [Precis
O [oo15-22138 | s | | Federalstate Prc| [a63 | [orszrz2 ~| [Dell Computer Con| [Precis
O [o015-23019 | [BLs | [ Federal/state Prc| [863 | [6RawRZ2 v| [Dell Computer Con| [Precis
O [0015-23031 | [BLs | [ Federalstate Prc| [863 | [ersxrz2 ~| [Dell Computer Con| [Precis
0 [0o15-23032 | [eLs | [ Federalstate Prc| [863 | [sr7YRZ2 ~| [Dell Computer Con| [Precis

BTzl alslal7zallalinls sl vaurare viewina naae of 199 naces 9905 recards)



Start Scanning.

B START
{0

scanning...

You may start scanning barcodes for BLS

‘ ..waiting on you to scan... ‘

Hit the ESC key or click anywhere to stop
scanning

Submitting Property
Once all validation errors have been corrected and the inventory file is 100% clean, the file can
be submitted for review.

Step 1
Click the three dots menu in the upper-right corner of the screen.

Step 2
Select “Submit for Review”.

Step 3
Review the submission confirmation pop-up.

Step 4
Click “Submit” to complete the submission process.

Note:

If validation errors still exist within the inventoz file, the Submit button will remain unavailable
(QTEELETSNE R Il Property Inventory Files Welcome Brandy! &

Property Inventory M Active 0/2905 Good Record(s) - 0.00% clean
2025 Property File Reconciliation [# | | |q prop——

@ O Valid A 9905 Invalid ." 9905 Total iﬁ 0 Disposed 1
] < o]~

Barcode Asset Tag (©) (D | Agency (©) (D | Sub-Agency () (D | Cost Center (5) (D | Asset Serial Number () (D | Asset Found (©) (D | State Substate Disp (= (D | Manufacturer (= (I | Model

o [ooere (o] [Aammsratvese] [e25 | [sos ] [
In Use
O [0015-16963 | [BLs | [Federatistate Prc| (863 | [6RazRZ2
O [o015-17264 | [BLs | [Technological and [731 | [6ro0sZ2
O [o015-17203 | [eLs | [ Federaustate Prc| [863 | [cxmprz2 ~| [Dell Computer Can| [Precis
O [0015-17589 | [BLs | [Federastate Prc| [e63 | [cxyHBz2 ~| [Detl Computer Con| [Precis
O [o015-22138 | [BLs | [ Federaustate Prc| [863 | [srszrz2 ~| [Dell Computer Con| [Precis
[m] {0015-23919 J ‘BLS ] [Fsderalfsmeprc| |353 | |5R4WRzz v] [DaﬂCumputarCuqJ [Precis
O [0015-23031 | [BLs | [Federaustate Prc| [e63 | [srexrz2 ~| [Dell Computer Con| E
O [0015-23032 | [BLs | [Federalstate Prc| (863 | [sr7vRZ2 ~| [Dell Computer Con| [Precis
B =l alslalzlallalnl s Tel  vourareviewine nace ) |0 199 naces (9905 racords)
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WWETISERERR G TR Property Inventory Files Welcome Brandy! @

Property Inventory (active) 0/4 Good Record(s) - 0.00% clean

2024 Property File Reconciliation [# C ] = 1
—
re @ 0 Valid A 4 Invalid .” 4Total [[[] 1 Disposed Hide/Show Columns
+]o ot Al Fiers
Add a New Asset
Agency Sub-Agency Cost Center Barcode Asset Tag Asset Serial Number Asset Found State Sy Delete Property(s)
ocio M96680 001800338 6TB456330 Yes Inuse | Flag for Disposal
ocio M96680 0018003336 INKCHENT297 Yes Inuse | "submit for Review
[eleile] M96680 0018003335 9NKCHENT273 Yes In use
Asset Type Tool
oclo M96680 0018003334 LFTIUHAS2081373 Yes In use

é—

There are 19 invalid record(s). These records must be made valid
before you can submit your property inventory file.
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