TRACKIT Ver 1.0 User Guide

Welcome

Welcome to TRACKIT®, the ultimate tool for ASSET MANAGAMENT from
Sparshcom Limited (Software Division). TRACKIT provides an easy & fast way to
manage your vast asset base functioning in a dynamic environment. It takes off the
drudgery of maintaining mammoth registers and unending computations right from
the time you acquire an asset till you retire it. To add power, you can track down
details at the component level if you wish to.

With TRACKIT, you can be rest assured, that you have the power in your hands to
manage all activities related to Asset Management.

Introduction

This software deals with the managing Assets. The software has the facility of
managing the accounts of the fixed asset of the companies fixed assets spread
over across the location.

The software is also provided with additional functionality with AMC module and
Insurance module

Features

TRACKIT offers some exciting features to give you the flexibility and power
to manage your asset base. Some of the features are;

Compatibility: To any operating systems eg. Windows — 95, Windows — 98
and Windows - NT.

Creation of Company: The user creates a company going to the masters.

Location Hierarchy: You can define your own hierarchy of location to
pinpoint the exact physical location of any asset. For example, you may like to
identify every asset according to a plant ---a building ---a section hierarchy.
Y ou can define up to 9 levels.
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Asset Categorization: You can classfy an asset belonging to a Class +
Category + Sub-Categoryl + Sub-Category2. Generate MIS reports based on
any of these categories.

Tracking Components. If you enter the details of al the major components
that comprise the asset, you can track all activities on assets to the component
level.

Example: If you have a computer as an asset comprising CPU, Monitor &
keyboard as components, you can track details about a monitor movement of
the CPU alone.

Purchase Value Breakup: You can enter multiple Expenses that make up the
final purchase Value. The system will add these amounts and display the final
Purchase Vaue. You can define the components yourself and enter either
Debit amounts or Credit Amounts.

Multi-Currency Support: Enter your Purchase Value in any foreign currency
and the system will display the value in your functional currency

Depreciation Computation: All the methods — Written Down Value (WDV),
Straight Line Method (SLM), Shifts based are supported. Takes care of
statutory reporting schedules for Balance Sheet & Income Tax.

Annual maintenance contract: this has a master and a details screen.

The user can maintain the asset under annual maintenance contract and what
ever the parts replaced and services attended on asset can be entered in the
services details screen.

About Trackit

TRACKIT Version 1.0
Designed & Developed by Sparshcom Limited (Software Division),
Hyderabad.
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Minimum Requirements

Any IBM compatible PC with WIN95 or Windows NT x86-compatible computer
RAM : Minimum 32MB (64M B recommended for optimum performance)
Hard-disk space: 30 MB

SVGA Color Monitor recommended

Installation Procedure

VVVVY 'V

A\

The Installation CD contains 1 ‘.cab’ files, ‘setup.exe’, ‘support’
directory .

Run ‘setup.exe’.

Say ok to the welcome screen.

Specify theinstallation location.

Specify the program group name.

After installing completely, message will be displayed saying “Setup is
completed successfully”.

A directory named “TracklIt” is created in program files where all the
files i.e. the executable file Database file, Report files, and ActiveX
components are copied automatically.

Now start the application from the Start -> Programs -> Asset
Management System -> Asset Management System

Then login screen will come. Enter user name as ‘Admin’ and
password as ‘Admin’.

Configure the user and company and financial year.

After configuring the above screens, close the package and restart the
package with that user and company and financial year.

To ensure the proper operation of the software change the Date format
of the system through Control Panel > regional Settings - Short Date
Style to “dd/mm/yyyy”, Long Date Style to “dddd, MMMM dd,yyyy”
and Date Separator to “/”
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Trouble Shooting while installing:

» If any message comes saying “can’t update file, access is denied”, then
search the file in system folder and remove read-only attribute of that
file in the properties of the file.

» If any message comes saying “some system files are out of date. Do
you want to update the files”, say ok and the system will automatically
restarts and updates all thefiles.

» If any message comes saying “a file being copied is older then the file
on your system. Do you want to overwriteit”, click ‘yes to all’.

» Open the system and check for Calendar if you are getting error that
calendar control is not present Copy MSCAL.ocx into windows\system
folder

» |f ODBC drivers are not present in the sysem will not get installed
Install ODBC drivers and Reinstall the Software

> If any Message comes saying “Operation Must use an Updateable
Query” Click Ok . It means Database is Read-Only . Check for
Trackit database in the application path and remove the read only

property.
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How to Define User Access Levels:

Select Setup Access Leves from menu.

Sdect User Id from list. If the User has not yet been defined Click to go to Masters
User and define user.

To Define the various Access levels available to any user you can select by drag
and drop method the various menu options that you want him to have access to.

A blank screen appears by default into which You can use the drag and drop method
to select the various authorizations to be provided to the user.

If any of the sdected options need to be desdected, double-click the required
options.

For the menu selected for each User, sdect the various Options like Modify /
Delete/ View etc. that are availableto him .

In case the Access leves that you make available to a new user is the same as a
previous user you can replicate the new user from the previous one .

Click on “‘Apply’ to save the record. The User now has access only to the menu
selected by you. Only these options are activated on the Tool Bar each time the
User Logs

Defining Global Entities:

Sdlect Setup Global Entities Maintenance from menu.

Sdlect the fidd for which you intend to Define Entries.

Click on the ‘New’ button to enter new data and click on ‘Save’ to store the data.
Toview all the options /data available in the list click on ‘Show’ button.

You can also delete any value aslong as it is not in use anywhere.
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Build Location Hierarchy:
Select Setup Location Hierarchy from menu.

To be able to pinpoint the exact location of any Asset you will have to build the
L ocation Hierarchy.
Thiswill require you to follow the following steps:

Define Segment Names
Define Sequence Order,
Build List of Values,

Build Segment Combinations.
Define Segment Names:

Each Segment here denotes each step of the location hierarchy. For eg. Zone/
Branch / Division / Dept / Floor / section etc You can build a maximum of Nine
Segments to be able to describe the exact location of the required asset.

You can enter the Description and Detailed Description of each Segment and save
the record. In case you require to change the segment values click on ‘Restart’ to
enter fresh values. This function can be used only if the segment combinations have
not been built.

Define Sequence Order:

The various Segments that have been defined by you are available here for you to
Sequentially Order as per your requirement. Y ou can select any order such as-
Zone-Branch-Floor-Dept-section etc.
Branch-Zone-Division-Section-Floor etc.
Y ou can now Save the record.
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Build list of Values:

Select the segment and build Values by giving
the Identification and Description.

For eg. Branch Id. Branch Description
MDS Madras Branch.
Floor 1d. Floor Description
Second Second Floor

On saving the Record the contents are available for view on the Grid.
Building Segment Combinations:

To enable you to build the Structure the Segment fields are available according to
the various Sequential Orders you have defined.

Select from the list of Values provided by you for each segment.

For this you will have to single-click in each field to be able to view the list
available and then Double-click on the value to enter it.

Click on ‘Add to list’ for view on the Grid. Save the record.

To change the Combination which is in the process of being built, click on
‘Redefine’.

These Location Hierarchies that you have built are available for sdection in any
‘Location’ field.

Note: Once the Combinations have been built and saved they cannot be deleted if
they arein use anywhere in the system. Incase the Combination is not in use, and you
need to start afresh, first delete the Sequence Orders, Which automatically deetes
the Combinations. Next delete the List of Values for individual Segments and click
on the ‘Restart’ button in the segment form to redefine the segments.
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SETUP ACCESS PERMISSIONS

Setup—> Access Permissions

User Id - Options
Al [~ Add
Replicate User From | ™ Modfy ™ Veiw
[~ Delete [ Print
Awvailable Selected
EI-------.t'-‘«ss_et M anagement System - File -
B File Save
c Cloge
""""" SiS Login..
""""" Clase Logaout
......... Lagin.. Mazters
_________ Logout Campaty
e Mast Department
asters Party
--------- Compary Uszer
--------- Departrment Buald
......... Party Azzet Clagses
_________ User Block-Clazs Linkage
e - Azzet Categones
1 — , Azset Sub-Categones ﬂ
Apply | Exit |
Select User Id from list.
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To enable access to menu options, you can sdlect by drag and drop method
the menu options from the ‘available’ section to the ‘selected’ section.

If any of the selected options need to be deselected, drop back the required
options.

For the menu selected for each User, select the various options like
Modify / Delete/ View etc. that can be made available to him.

In case the Access permissions that you make available to a new user is
the same as an existing user, you can replicate the access permissions from
any of theregistered users. You can now customize this further if you
wish.

Click on ‘Apply’ to save the record. Only these options are activated on the

Tool Bar each time the User Logs in.

To get more information on how to administer aUser go to
Masters2>User .
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DEFINING GLOBAL ENTITIES

Setup-> Global Entities Definition

o

— Entrpigw of City

City
Communication
Component Class

Country HYD
Cumency

Expendiure Head —H.'r"jEfahad
Expenditure Tupe
Insurance Types

Paymett Method -
State
it OF M eazure

IIzer Class
Yendor Class

Thisisagenera screen for storing values for various master entities like
Cities, States, Country, Party Classes, Payment Terms, Payment Methods,
etc. Select the Entity for which you intend to define values.

Click on the ‘New’ button to enter new data and click on ‘Save’ to store
the data. To view all the values available in the list, click on ‘Show’. You
can also delete any value aslong asit is not in use anywhere in the

application.
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LOCATION HEIRARCHY

l_rP Setup->Location Hierarchy

To be able to pinpoint the exact location of an Asset, you will have to
build the Location Hierarchy.
Thiswill require you to follow the following steps:

Define Segment Names
Define Sequence Order
Define List of Values
Define the structure
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-~

DEFINE SEGMENT NAMES

Setup—~>Location Hierarchy-> Define Segment Names

| Definition of Location Hierarchy

e e e O

i ax Segment$|4—
Segment Id  Descrption Detaled Description
1 Seal Searment 1
2 Seg? Seqrent 2
3 Seq3 Searnent 3
4 Segd Segment 4

Each Segment here denotes each step of the location hierarchy. For e.g. Zone/

Branch / Division / Dept / Floor / section, etc Y ou can build amaximum of nine

segments to be able to describe the exact location of the required asset. Y ou can

enter the Description and Detailed Description of each Segment and save the record.

. — - Incaseyou need to change the sequential order in which you have defined the
- Segments you need not ‘Restart’ to enter new data, go to ‘Master-> Location

"W Hierarchy->Define Sequence Orders’ to define the sequential order.

DEFINE SEQUENCE ORDERS
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I_I'P Setup—~>Location Hierarchy-> Define Sequence Orders

Ayeailahble Sequencially Ordered
1.5eq]-5eqment ] 1.5eq1-Segment 1
2.5eg2-Segment 2 LI 2.5eg2-5Segment 2
3.5eg3-Segment 3 3.5eg3-Segment 3
4.5eg4-Segment 4 i 4.5eg4-Segment 4

i

L

Seperator I # 5 I

The segments that have been earlier defined by you are available here for
you to sequentially order as per your requirement. Select any of the
segments from the left side window. Click on >’ button to move this
segment to the right window. This now becomes the first segment. Repeat
the process for the rest of the segments. Alternately, you can move al the
segments at a time by clicking on “>>" button. This will copy the existing
order from the left window to the right. In case you want to undo or rebuild
the sequence, you can move al(‘<<’) or one (‘<’) segment back from the
right window to the l€ft.
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You can sdect a separator (# / ? / $ etc.,) which will be used to
differentiate the individual segments when the combinations are built.
Save the record.

© Sparshcom Limited (Software Division)14 14 1414



TRACKIT Ver 1.0 User Guide

BUILD LIST OF VALUES

I.I'P Setup—->Location Hierarchy—>Build List of Values

&4 Define List of Yalues for SPARSH Communications Lbd

Seament |4.Depl-DEpaltmEnt j

Deptld  [FINAN

DeptDesc. |Finananc8|

~Existing List of items

Code | Desuiption

ABCCT Accounts Department
FROCU Production Department
STOR Storez Department

Select the Segment defined earlier and Build Values by giving
the Identification and Description.
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For eg. Branch Id. Branch Description
MDS Madras Branch.
Floor 1d. Floor Description
Second Second Floor

On saving the record the contents are available for view on the Grid.

© Sparshcom Limited (Software Division)16
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DEFINE COMBINATIONS

l_l.l'> Setup—> L ocation Hierarchy-> Define Combinations

ooy

50U-South Region [AP-Andhra Pradeh | [HYDHydersbad Br [PRODU-Production |

_éddo st | Bedefine_|

SOUBAPEHTDHACCTHUMITY

To enable you to build the structure, the segment fields are displayed in the
order you have defined.

Click on the first segment to display the list of values which you earlier
built. Double-click to select one of the values. Repeat the same for the rest
of the segments. A full cycle through al the segments builds one location
combination location.
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Once a combination is built, click on ‘Add to list’ for view on the Grid and
continue defining fresh combinations. Once you have finished building all
the necessary combinations, click on ‘Save”’ .

Before Adding to the Grid if you wish to redefine the combination, click on
‘Redefine’. Once defined, these Location Hierarchies that you have built

areavailable for selection in any ‘Location’ field.

Once the combinations have been built they cannot be deleted if they arein use
anywhere in the system. You cannot even redefine segments or sequentially reorder
them until the combinations have been deeted. For this you will have to delete all

A the Sequence Orders. This will automatically delete all the combinations. To delete
the sequence orders you will have to first delete the Asset through Asset-
>Aquisition .Hence be sure you have entered the correct data before you build the
combinations.
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MAINTAIN COMPANY DETAILS

l_|-|'> M aster s> Company

% Masters - Company
igy Entry / Edit
Company Code ISF'AHSH Company Mame * ISF‘."-‘«HSH Communications Ltd j
~Address — -
PERTIRRT ~ Communication Information
Address I =2 . Tzt Floor Tz Ve I
IBank Street, Kot DOFF PH > |4757508
_ RES PH = 4757509
City * IHYD-HYDEHAB»& 'I Fi x| 4756240
EhiIL -

State * IAP-ANDHHA PR 'I
Cauntry # IINDIA-INDIA 'I
Pin IEDDDSE 1 3

~ Other Information

Contact Persond IMr.Suresh Designation ISr.Marketing Exec
Contact Person? IM r.Laxrnan burthy Designation IM arketing Manager

C5TRegho |
S5TRegho |
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Enter the Company Code, Company Name and address. Click on the New
button / press F4 Function key to create new city/state/country if the
required value is not found in the list.

Sdlect the type of Communication available and enter the values] Office

Td.no. etc.] . You can enter any number of types & values.

Enter the names and designation of contact person/s of the company .
Enter the CST and SST Reg.Nos.

Enter the Start and End dates of the current financial year.

Save the Record by clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record . Now you can Edit
or Delete the record.

g The record can be deleted only if there areno references
within the application.
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Configuring Financial Y ear

4» CaotiinDCinancial Vaar Canfiniiratinn

Company Code JCO0T

Define Financial Period

Company MHame |Eam|:ninn:| Agra [ndustres Lid,

Financial *r'ear EDEIE!EEIEI‘I -2002

Start Date IEI1 2044200

End Date |31 A0342002

— Financial Period Statuz

Period Mo. | PerindMame | Year | Month | Starting Date | Ending Date | Status
1 |1 Aypril 2001 Aypril 01/04/2001 130404720001 | Open
) b ap 2001 b ap 01052001 | 31/05/20001 | Open
a |3 June 2001 June 01/06/2001 | 30/06/2001 | Open
4 |4 July 2001 July 01072001 | 31/07/20001 | Open
5 |5 August 2001 August 01/08/2001 1 31/08/20001 | Open
£ |G September | 2001 September /092001 1 30/08/2001 | Open
7 October 2001 Octaber 0102001 13141042000 | Open
= L Movember | 2001 Movember mA1.2001 304112001 | Open
9 |9 December | 2001 December mAz2001  31A2/2000  Open
10 |10 January 2002 January mA1/2002 310172002 Open
11 |11 February 2002 February M/02/2002 28/02/2002 | Open
12 |12 karch 2002 karch ﬂ[ﬂ A03A2002 032002 Open (=
Enter End D ate of the Financial tear | 0707 /20
Enter the Financial Year Code and its Start and End Date.
© Sparshcom Limited (Software Division)21 212121
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Click Build the Period Schedule Command Button to build the periods of particular
Financial Year.
Save the record by clicking the Save button on the tool bar. The Accounting Y ear

cannot be Configured again once it is saved.
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MAINTAIN DEPARTMENT DETAILS

> Master >Department
[ view | Eny/ean I

Compary Marme |Sanghi Spinners lndia Ltd.,

Dept-ld ACC

Drepartment Mame I.-'i"u:l:u:uunts

Enter an Identification Number and Name for each department of your
Company. To Edit or Ddete any record click on “View’ to get a view of
all the existing records. Double click on the required record . Now you can
Edit or Delete the record.
Save the Record by clicking the Save button on the Tool Bar.

The record can be deleted only if there are no references within

the application.
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MAINTAIN PARTY DETAILS

M aster s> Party

e

Wiew  Enty A Edit

Elasgl MANF-MANUFAC 'I e |F|m Forging Industry
Type IFDH-Forging Indu 'I Group Code I
Code IFDEH &lternate I:Ddel

~&ddress
Address |Ham Magar

Cormmunication Inforrmatio
Type YWalue Femarks 2
7RET4ET

! -
gy |rvorvoeraes o] LS ~
State W i
Cauntty {54 UNITED srjﬂg - I
Pn oo - | e

Cantact Personl IMD

Contact Person2 |

Sdect PartyClass and Type from the list provided. Enter the Name and
Code, Group Code and Alternate Code for the party.

Click on the New button /press F4 Function Key to enter new values if the
required values are not found in the list.
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Select the type of communication available and enter the values. You can
enter multiple rowsfor each party.

Save the Record by clicking the Save button on the Tool Bar.

To Edit or Ddete any record, click on ‘View’ to get a view of all the
existing records. Double click on the required record . Now you can Edit
or Delete the record.

T The record can be deleted only if there are no references
within the application.

© Sparshcom Limited (Software Division)25 25 2525



TRACKIT Ver 1.0 User Guide

MAINTAIN USER DETAILS

M aster s> User

View  Ent/Edit

Compary ISanghi Spinners India Lid.,

Llzerld |3 User-CIassI MGER-MANAGER jw

Title Firsk M arne Middle M ame Lazt Mame
T =] Vi | !
Departrent I.&EE-ﬂccnunls j 2

Designation IExecutive

Fazzwaord I “““““ ¥ Change Fazsword Regulary
Confirm Pazswaord I “““““ Pazzword Expiny Dayz |1

Enter the User Identification and User Class which determines the User’s
hierarchy in the company. Click on the New button to creste New
UserClassiif the required user classis not availablein the list.

Enter Full Name, department and designation. Click on the New button /
press F4 to create a department if the required value is not available in the
list.
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Enter a password and confirm it by repeating it. The minimum permissible
length for the password is 4 Characters and the maximum is 10 characters.
If you desire to change the password regularly, provide a Password Expiry
time in days. This will prompt you to change the password once the valid
days have expired. Ensure that the new password is not the same as the
recent two occurrences.

Save the Record by clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record . Now, you can Edit

or Delete the record as per your requirement.

E The record can be deleted only if there are no references within the
application.

AMC MASTER SCREEN

Sedlect masters ------ >goto AMC
Click on now button on view bar.
This form is mainly to create the records of the annual maintenance
contract awarded to the vendors or contractors for the assets whose

warranty and guarantee has been expired

Contract no is system generated—

Select the AMC type ---a comprehensive or non-comprehensive

Enter the contract date from and to by clicking F4 the period for which the
contract is awarded.
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Contractor type to be selected can be a vendor, contractor etc stored as the
party type.

Contractor name list of the parties available has to be sdected.

Currency type to be selected depending upon the contract.

If it is Rupee conversion rate unit should be mentioned as 1 or ese if any
other currency then depending upon the available rate on that date should
be mentioned.

Conversion date should be mentioned.

Invoice date and invoice no from receipt of the invoice from the vendor or
contractor should be entered.

Amount field should be entered with the amount charged in the invoice for
the AMC.

Remarks column should be the brief description of the contract for the
asset created.

In the Asset hierarchy as per the asset hierarchy created should be selected.
Or else if we do not know the asset hierarchy we can click on retrieve
button and choose the asset code.

In the location we can sdect to which location the asset belongs.

And click on the save button to save the record.

For another record click on the new button and can enter the values.
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2% AMC Contract Master [ x|

~AMC Profile

CoractMe | Company ISP!-\F!SH Commurnications Ltd

AMC Type* IEDmplehensive *l Contract From Dats * lm Contract To Date * IW
Contiactor Type * ICDNTH-Contractt 'l Cantractar Mame * Isriniv-Srinivas Servicing Center j

Currency * RS v Currency Fate * |1— Conwersion Date IW
Invoice Date IW Irwvoice Mo IW Amaunt |5DDD—

& For The Year

Remarks

~Asset Details

beget Id | Description | Technical Description | User figset Co ™
YEHICUGHTPETROCAROOOOT D ark Blug Manth 800 e model 1992 parmthi Car Ap 10D 1!
YEHICLIGHTPETROCAROODDZ | Dark “ellow Maruthi 800 ez model 1996 Maruthi Car2p 11T 2]
VEHICHEAVYDIESBUSO000T  TATA Afe Bus Made! 2000 86 seater A6 Seater Bus AP 25
WEHICHEAYYDIESBUSO0002 | Askak Lepland Afe Bus Madel 2000 BE seatar 36 Seater Bus KP 2K
VERICHEAVYDIESLORRY 0000 TATA Loy Yehow Color Modsl 1939 TATA Lomy MP 1201

L
1| | b
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BUILD ASSET CLASSES
I_I'P M aster s> Build-> Asset classes

view  Entp/Edr L

Class 1D |FF

Class Deseription |Fumiture B Fimtures

Depr % B.5 M E

Depr#|.T Igg

Enter Asset Class Id. and Asset Class Description.

Enter the Percentage of Depreciation on the Asset separately for Balance Sheet and
Income Tax purposes.

Save the Record by clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the

existing records. Double click on the required record . Now, you can Edit

or Delete the record as per your requirement.

E The record can be deleted only if there are no references within

the application.
BUILD

BLOCK CLASSLINKAGE
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l_|-I" M aster s> Build>Block Class Linkage

. Block -Clasz Linkage

Block Id I1 Exizting Blocks lock ] -Block,
Block Mame IBI::u:k1 Block Description IBlDCk1

FF-Furniture & Fixtures

Auyalable Claszes Selected Claszes
P& -Plant & b achinem
L&B-Land And Buildings 5 I
COMP-Computers

- o I

5]
£ I
Delete

Save

The Asset classes built through Masters>Asset Classes can be grouped

into Blocks for Income tax purposes.

Enter a Block Name and give its Description. From the list displayed select

the Asset classes that you would like to group under that Block. Click on

OK to save therecord.

Follow the same procedure to create new Blocks.

To delete aBlock Definition, enter the Block Name. Thiswill display the

Classes under that Block, Click on ‘Delete’. The deleted classes will go

back to thelist of Available Classes.
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BUILD ASSET CATEGORY

M aster s> Build—> Asset Categories
Sdect the

[ view  Ennyeat [

Clazs IF'&M-F'Iant & Machinerny j@
Category-d IEE

Description |E|eu:triu:a| E quipraent

required Asset Class. Click on the New button to add a new class if the
required class is not in the list. Enter the Asset Category Id and the
description.

Save the Record by Clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record . Now you can Edit
or Delete the record. The record can be deleted only if there are no
references within the application.
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BUILD ASSET SUB-CATEGORIES
l_l.r> M aster s> Build-> Sub-Categories

| Wiew  Ent/Edit |

Clazs IEDMF‘-EDmputers j L‘E-__""
Category-1d IEE-HDme Computers j E

Categary1-1d Il:2

Category1-Description IDrt

Sdect Asset Class and Category Identification. Click on the New button to
add a new class if the required class is not in the list. Enter the Sub-
Category Id and the description.

Save the Record by Clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record. Now you can Edit or
Delete the record.

The record can be deleted only if there are no references
within the application.

BUILD ASSET SUB-CATEGORY 2
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,-l'r> M aster s> Build->Sub-Category 2

view  EnwyEdt [

Class IEDMF‘-EDmputers LI @
Categom-id ICE-H ome Computers LI @
Category-1d |E2-Drt LI @

Categomz-1d II:2-F'F|

Categomz-Description IF'ers-:-naI

Select and Enter Asset Class, Category and Sub-Category Identification.
Click on the New button to add values other than those listed.

Enter the Sub-Category?2 Identification and Description.

Save the Record by Clicking the Save button on the Tool Bar.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record. Now you can Edit or
Delete the record.

The record can be deleted only if there are no references
Within the application.
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DEFINE PARTY TYPES
rrP M aster s> Build>Party Types

[ view  Enmvear [

Crefine Party Types
Parly Class | MANF-MANUFACTURER ==
Party Tupe Id FOR
D'e=cription Forging Industries Ltd

Sdect Party Class from the list. Click on the New button to add values
other than those listed. Enter the Party type Id and description.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record. Now you can Edit
or Delete the record.

Save the record by clicking the Save button on the Tool Bar.

The record can be deleted only if there are no references
within the application.
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MAINTAIN GENERAL LEDGER CODES
I.I'PM asters>Accounts>GL Code

view Bty Eit [

Company |S anghi Spinners India Lid..

GL Code |1 000

GL Deseription |Land & Buidings

Enter General Ledger Code and its description.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record. Now you can Edit
or Delete the record.

Save the Record by Clicking the ‘Save’ button on the Tool Bar.

The Record can be ddeted only if there are no references within the
Application.
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MAINTAIN SUB LEDGER CODES
view Enny ot [EE

Compary ISanghi Spinners India Ltd.,

GLCode  |1000-Land & Buildings =l

5L Code |'||:|

5L Dezcrption I.-'-‘«gricultural Land

Select General Ledger Code.

Enter Sub-Ledger code and its description.

To Edit or Delete any record click on “View’ to get a view of all the
existing records. Double click on the required record.

Now you can Edit or Delete the record.

Save the Record by Clicking the Save button on the Tool Bar.

The record can be deleted only if there are no references
within the application.

ASSET ACQUISITION DETAILS

I_rP Assets>Acquisition
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To view records entered during the current session click on ‘View’. To
view/edit any old record, click on ‘Search Criteria’, enter the criteria for
the records you want to retrieve and click on ‘Retrieve’. Details of all the
old

records will be available on the view screen. Double click on the required
Asset to edit details. Click on ‘Revert To Current Session’ to view current
records on the view screen.
Select Asset Class and Category details, this automatically generates the
Asset Code as a concatenated string comprising Class+Category+Sub-
Category1+Sub-Category2+a unique serial no. identifying the occurence of
the combination of this string.
Ex: 10 Assets added under ClassP&M, SubCategory:IT Assets,
SubCategoryl:Computers, SubCategory2: Pentium PCs will have a
generated Asset code as: P& M+ T+COM P+PENTPC+001

P& M+IT+COMP+PENTPC+002

P& M+IT+COM P+PENTPC+003 etc upto 010
Enter User Name, User Code, Location, and Description details. Entering
datain all thefields is mandatory.
In case a Component has been acquired for an existing Asset, click on
Component and select the Parent Asset. This will help in giving aredlistic
picture of the cost & depreciation of the parent Asset, and this Asset is
reflected as a component to the parent asset.
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Enter details pertaining to the following sections to build the complete
information of an Asset. You can even call the Asset at a later stage and

enter the information (as and when you get it).

Purchase Details
Document Details
Components Details

Profiles for Depreciation, Lease, Hire-Purchase

The next few pages discuss the above sectionsin detall.
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ASSET ACQUISITION—PURCHASE DETAILS

Furchase | DncumenlDetailsl Enmpunentsl Prnfilesl

Yalue ISE“:“:“JD Source of Puchase [ Ditect T Hie T Leass

Agzet If New © 0Oid

~Manufacturer

1908 [CONTR - Contractors j
Code | \ttam - Uttam Transparters j

~Supplier
Type  [SUPPL - Suppiers =]

Code |Raveena - Faveena Motors j

wrchase Amount
Cur. Expense |Fun*)
Exp. Head | Cumency Rate Convn. Date Amount
ASSET CO + |DOLLAR ~| 45.00 08/07/2000 15000.000 6751
INSURAN  DOLLAR | 45.00 08/07/2000

5000.000 2251

|

i

Select the Source of Purchase — Direct, Hire Purchase, Lease and the status

of the Asset.(Old / New ).

Sdlect Manufacturer and/ or Supplier from

whom the Asset has been acquired.

Enter the Purchase Value breakup. You can classify the expenses under
different Expense Heads like Basic Price, Sales Tax, Freight, etc. See

‘Setup-Global Entities’ for more information on how to configure expense

heads. Enter the Currency used for the transaction. If the Currency used is

not functional enter the Currency Rate and Conversion Date. The sum of

all the expenses appears in the ‘Purchase Value’ field.
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ASSET ACQUISITION—DOCUMENT DETAILS

Purchase  Document Details | Eumpnnenlsl F‘rufilesl

Document References
DocType DocRefio DocRefDate M arration
PO HYD/Prad/3000 0140742000
(MY Hyd/345/45 0240742000
M Hud/ 2000145 (4072000 Towards the vehicle Purchase

You can enter multiple document details referencing the purchase &
installation of the Asset. Some standard document types like Purchase
Order, Invoice have been provided by default.
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ASSET AQUISITION—COMPONENT DETAILS

Purchasel Document Detais Enmponenlsl F‘mfiles'

Cost Split Method ™ Equal Distibution Percertage  * Adhoc Basis Replicate Azset a3 Component
CompClazs Categony Description TechDescription Cost

VEHIC - w‘- TATA /o Bus bodel 2000 86 seater 400000.00

WEHIC TAPE RECORDER pHILLIPS R0000.00

i | »

Each Asset can have multiple sub-equipments called ‘Components’. You
can enter any number of components depending upon your need to monitor
them in terms of:

Moving each component independently at alater point of time.

Retire one/ many components independently.

Components can also be categorized by ‘Component Class’ & ‘Component
Category’ independent of their Asset classification. However, the Asset
class & Asset category applies to all Components.

In case you want to treat the entire Asset as a single unit, you should
replicate the Asset as a Component. Click on ‘Replicate Asset as

Component’.

© Sparshcom Limited (Software Division)43 43 4343




TRACKIT Ver 1.0 User Guide

Y ou can apportion the Purchase Value across the components using any of
the supported methods for later analysis:

Equal Distribution

Percentage

Adhoc
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ASSET ACQUISITION—DEPRECIATION DETAILS

F'urchasel Documnent Detail: | Components  Profiles

— Depreciation
Installation Date = 20/06/2001 Cammencing Date * 20/06/2001 ﬂ
hethod Percentage Boak Y alue Dep. Till Date Lazt Dep. Date
For Tax® IW’DV v| 33 300000 1] 20/08/2001
For B/S = |SLM hd 25 300000 1 20/08/2001

Depreciation can be computed for Balance Sheet and Income Tax
separatdy from the Installation Date . You can apply any of the following
methods-

Written Down Value method [ WDV |

Straight Line method [ SLM ]

Click on ‘Profiles’ and select Depreciation.

Purchase valueis copied to Book Value, which can be edited.

If the Book value is different from the Purchase value enter the
Depreciation till Date and Depreciation Last Computed on Date. This data
is the base information used by the system for future depreciation
computation. Depreciation Percentage can be Edited.
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If the sdected method for Balance sheet is Written Down Value or
Straight Line Method, then the Shift basis can aso be indicated to compute
depreciation.
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ASSET ACQUISITION — HIRE PURCHASE DETAILS

[ F‘urchase[ DncumentDetails[ Components  Profiles _

—Hire Purchaze .
System Ref. Mo I Date Period Type I vl J
Mo of Periods |1

Party & Name  [Fa0t -MaNiz] |

Ref Doz No |1 23 Date 210441999 Inztallment Amt IeiE?‘E

Start Date 210441939 End Date 24/04/1999 Due D ate Period IE{

Principal i alue |4E?‘5 Int. Amt 0.00 Grosz Tatal I4E?5_DEI

14|

Enter the Name of the Party and the Dates for which the contract is valid.
The ‘Gross Total’ will be the Sum of the Principal value and the Interest
Amount.

Sdlect the Period Type and enter the Number of Periods for payment. The
‘Instalment Amount’ is derived from the Gross Total Amount and the
Number of Periods of Payment. Enter the last date by which the Instalment
Amount has to be paid each period.
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ASSET ACQUISITION— LEASE DETAILS

F‘urchase[ DDcumenlDelaiIsl Components  Profiles _

~Leaze
System Fef. No Period Type IM vl ﬂ
Party & Mame IF[||:|1 ; M.-’-‘«Nlj I Mo of Periods |1
Ref Doc Mo (123 Date 210441999 Leaze Rent |4E?5

Start [ate 21/04/1999 End Diate 24041999 [e Date Peniod |5
Bazet Valug 4E7R Total Leaze 0.00

Date

]

11
144 1|

Enter the Name of the Lessor and the Dates for which the contract is valid.
Enter cost of the asset against ‘Principal Value’ and the lease amount
against ‘Total Lease Amount  fields.

Sdlect the Period Type and enter the Number of Periods for payment to
automatically compute the amount for ‘Lease Rental per period’. Enter the
last date by which the Lease Rent has to be paid each period.

Once all the Asset details have been entered, Save the Record by clicking
the ‘Save’ button on the Tool Bar. The System now generates a ‘System
Reference Number’ for identifying the transaction.

The ‘View’ screen displays all the details of the Assets saved

A during the present session. You can sdect the Asset from the
View screen, by double clicking on it , to edit the details if
required.
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MOVEMENT OF ASSET/S

rrPAssetséM ovement

Wiew  Selection of Assets | Dietails of Azsets 'nf Enmponenl&_
Class (B Cand Aind Buidings el e | =
Categary | 2| Location | SEGFHDFESDSHDGDAFGSSFF ]
of Aszets
Sub Category 1 I j bzt Id I j
Sub Category 2 I j Clear Eriterial Retrigve | Select |
Selected | SusRefMo | Agset Id [ Azzet Description =
¥ 1 LEEMoneMonet one0007 Badfas
¥ & L&EMonek onetlone0002 tzdfas Ll
I 3 LEBMoneMoneMone00003 Badfas
H 4 LEEMoneh oneMone00004 tedfas
[5i 5 LtBManeN oneMone00005 tadfas
I £ LEEMoneh aneMone)0006 Bedfas
| H i | L&BMoneM oneMone0007 tzdfas f
1 ¥

The Screen displays the following tabs and presents the ‘Selection of
Assets’ tab by default.

View

Selection of Assets

Details of Assets ‘n’ Components
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To edit previously created movement records:
The “View’ screen displays Assets moved earlier. Double-click on

any row to edit details.

To create fresh movement records:
Select the required Assets in any combination from the ‘Selection
Criteria’ panel and click on” Retrieve’. Click on ‘Clear Criteria’ if
you want to query afresh. Now select/deselect (toggle) assets by
clicking in the first column. Finish sdection by clicking on the
‘Select’ button.

You can now enter the new location & new user against each Asset. You
can also effect full / partial movement by double clicking in the first
column. By default the complete Asset is available for movement. To
enable Partial Movement click in the first column [full / partial] to effect
Partial movement and select the Component for which you would like to
effect movement. By default al the Components will be Deselected. Partial
movement allows you to enter the new location & new user for each of the
components. In case al the components are selected for Movement, the
Asset will be identified as ‘Full’. Movement of a Component from an
Asset to another enables only physical movement, it has no Financial
implications.
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Complete the form by entering the Actual Transfer Date, Requested By and
Authorized by columns. ( If arequest exists for the movement, the
Requested By and Transfer By Date columns will befilled by default).
Click on the ‘Save’ button to store the details.

If the Asset consists of only one Component ,it cannot be identified for
Partial Movement.
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RETIREMENT OF ASSET/S

rrPAssetsé Retirement

The
iew  Selection of Assets | Detals o 4csets ' Camponents [

l L&B - Land And Buildi v|  Fequestidof -
353 I and And Buildingz J B I J
Cat = Locstion | SEGFHOFGSDSHDGDHFGSSFF &
il I J of Agsets I J
Sub Categor 1 I j Azzet |d I j
Sub Categary 2 I ﬂ Clear Criteria I Fetieye | Select |
Selected SpzHefNo Astld AsztDesc k=i

w 1 LEEM oneMonet one00007 Azdiaz
W 2 LEEM oneMoneMone00002 Azdias L

W 3 LEEMoneMonet one00003 Azdiaz

i |4 LEBMoneMoneM one00004 Azdiaz

] ] LEBMoneMoneMone00005 Azdias

o B LEBMoneMoneMone00006 Azdiaz
[0 7 L&BMoneMoneMone00007 \Asdfas e

< | d

Screen displays the following tabs and presents the ‘Selection of Assets’
tab by default.

View

Selection of Assets

Details of Assets ‘n’ Components

To edit previously created Retirement records:
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The “View’ screen displays Assets Retired earlier. Double-click on any row
to edit details.

To create fresh Retirement records:

Select the required Assets in any combination from the ‘Selection
Criteria’ panel and click on Retrieve. Click on ‘Clear Criteria’ if you want
to query afresh. Now select/deselect (toggle) assets by clicking in the first
column. Finish selection by clicking on the ‘Select’ button.

An Asset can be Retired by using any of the following methods:
Sale
Scrap
De-Commission
In case of Sale/Scrap enter the ‘Sale Value’ for each Asset
In case of De-Commission just seect the Asset that hasto be Retired.
By default the complete Asset is available for retirement. Incase all the
components are selected for Retirement, the Asset will be identified as

‘Full’. Retirement of a component decreases the value of the Asset.

A If the /Assets> Revaluation antified
arl

ASSET REVALUATION
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System Ref, Mo, | Date |21 /0441999 Company |Sanghi Spinners [ndia Ltd.,
—Asset Hierarchy
Clazs Cateqory Sub Categamy] Sub Categaomi? Agset|d
[ LtB-Land And B x| [ALL | | o 2]
Lnz:ation
SEGFHDFGSDSHDGDHAFGSSFF ;i Clear Criteria | Retrieve |
—oelectthe Assets yvouwant to Mowve
Select All | Close
Click to Select I Agzet|d I Deescription

I LEBM oneM oneMone0000M Azdias
I LEBM oneM oneM one00002 Asdias
I LEBMoneMoneMone00003 Asdias
' LEBM oneMoneMone00004 Asdias
L&BM oneMoneMone00005 Aedfas
LB M oneM oneM one00006 Aedfas
LtBMoneh onet one00007 badfaz
LEEMonel onet one00002 bedfaz

LEBM oneM oneMone00003 Asdias
| LR M Aneh amabl ase000A 0 fordfas

U A

e,

v —
= o e o i o o e
LI [ | >

« |

Select the required Assets in any combination from the ‘Selection Criteria’
pand and click on Retrieve. Click on ‘Clear Criteria’ if you want to query
afresh.

Enter the bill/invoice Number & Date in the ‘Ref Doc No’ and ‘Ref Doc
Date’ columns.

Sdect the Basis for Revaluation and enter the Revaluation Date.The
Revaluation Amount can be distributed among the components of the Asset
by using the Component Wise Distribution Method. Select the required
method.
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Enter the Names of the User/s who have Proposed and Authorized the
Revaluation. Enter the narration for the Transaction.

Now select/deselect (toggle) Assets by clicking in the first column. Finish
sdlection by clicking on the ‘Close’ button. Click on ‘Select All’ to select
all the retrieved Assets. Enter the Revaluation Amount for each Asset.
Click in the next column to automatically compute the increase or decrease
of the value of the asset in percentage & absolute value terms. The total
amount is also computed in ‘Revaluation Amount’ column of the header
area. Right Click on the Asset Row for viewing component wise Value
distribution. Save the Record by clicking the ‘Save’ button on the Tool
Bar.

RECALL A DE-COMMISSIONED ASSET

I_rP Assats> Recall a De-Commissioned Asset
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Syztemn Ref. Mo, I [ ate I29.'"D4."'1 933 Company ISanghl Spinrers India Ltd.,
—Asset ldentification

Class Categor Sub Category] Sub Category2 Aszet|d
L&B-Land And I v” VII vl I ? |
Retirement Tranzaction-d I ? | Clear Criteria | Hefreye |

Location

Ref Doc Na. I Ref Doz Date I_a’_-'" Recalled Date |29a’ﬂ4-’"1 933

Fropozed By I Authorized By I
Marration I
Aszzet d Description | Technical Description | Furchase Value
| &BMoneM aneMane 00001 Asdfas Asfdsafaa 1200
L&EMNoneM oneM one00002 Asdfas Asfdzafaa 1200
L&EENoneM oneMone00003 Asdfas Asfdzafaa 1200
| | 3

Select the required Assets in any combination from the ‘Selection Criteria’
pand and click on’ Retrieve’. Click on ‘Clear Criteria’ if you want to
guery afresh..

A DeCommissioned Assat can also be recalled by providing the
Retirement Transaction Identification Number. Now sdect/desd ect
(toggle) Assets by clicking in the first column. Finish sdection by clicking

on the ‘Close’ button. Click on ‘Select All’ to select all the retrieved Assets

Enter the Document Details and the Names of the User/s who have
Proposed and Authorized the Recall. Complete the Record by entering the
Recalled Date Column. Click on the ‘Save’ button to store the details.
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COMPUTE DEPRECIATION

l_rP Transactions—> Compute depreciation
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Class L LB - Land And B |_Ji||:|it'||:5: Az On I_l."_l.-'
Clear Criteria |

— Balance Sheet

Drepreciation BS | Presview | Report | Finalize |
— Income Tas
Depreciation | T | Presview | Report | Finalise |

Sedect Asset class for which Depreciation has to be Computed and enter
the date as on which Depreciation is to take place.

Click on ‘Depreciation BS /Depreciation IT” to enable Depreciation of the
asset in the Balance sheet /Income Tax method.

Click on the ‘Preview’ to view the Depreciation records of the current
transaction according to the method of depreciation selected by you.

To create the Report for Depreciation according to Schedule XIV of
Indian Companies Act 1956 for B/S or I/T purposes, Click on the
corresponding ‘Report” button. You can calculate the Depreciation amy

number of times till you click on the‘Finalise’ button. Once you click on
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the Finalise button you cannot calculate Depreciation on the Asset
anymore. The final Report will be generated.

eick on the ‘Save’ button to store the details.
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CAPTURE EXPENDITURE ON ASSETS

H_PTrmsadions%Capture Expenditur e on Assets

Sustem Fef Mo, I Date IEEJDM'I 933 Compary !Sanghi Spinners India Ltd

Ref Doc Nu.l 123 Fief Do Date|22ﬂﬂ4.f1995l Tatal Expense I5l]l]l]l]
Curency IINH-INDI.&N "i Currency Rate I1 Translation Date I—;—"J—

—Asset Details

Azzet|d Diescription | Technizal Descrption | Purchaze | Book
LEBHoneMoneM one00004 Azdfas Astdsataa 1200 1067.38
1] | 3

—Expenditure Details
SWO Expenditure Tupe L Code 5L Code [ate | ExF Amount H k=i
1 x| 1000 x|o ¥ |22/0441393 50000.00 50000
2
3
4
5
q Iy [

Enter the bill/invoice Number & Date in the ‘Ref Doc No’ and ‘Ref Doc
Date’ columns. In case the expenditure incurred is in foreign currency,
sdlect currency, currency rate and the translation Date.

Select the required Assets in any combination from the ‘Selection Criteria’
pand and click on Retrieve. Click on ‘Clear Criteria’ if you want to query
afresh.

© Sparshcom Limited (Software Division)60 60 6060



TRACKIT Ver 1.0 User Guide

Now select/desdect (toggle) assets by clicking in the first column. Next,
click on ‘Close’ to complete selection. Click on ‘Select All’ to select all the
retrieved Assets.

You can now enter the various Expenditure details like Expense Head,
Expense Types, GL Code, SL Code and Total Amount for each Asset. The
total amount is computed in ‘Total Expense’ column of the header area.
Press the ‘Insert * key to add a new row and the ‘Delete’ key to delete an
existing row.

Save the Record by clicking the Save button on the Tool Bar. In case
multiple Assets have been selected , the details of the next selected Asset
will be displayed.

Follow the above mentioned procedure for every Asset seected.
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CAPTURE INSURANCE DETAILS
l_I_|'>Transactions%Capture Insurance details

—Insurance Frofile

Systern Ref Mo, | Drate |22£D4£1 933 Compary iSanghi Spinners India Ltd.,

InsuranceT ype IGEN-GENE vl Ihzurance Eompan}ll 1007 -Orient Inzurance Company ﬂ@ Palicy Nol 121

Start Date IG'I /041997 ExpDate |31 /0341999 Inzurable Yalue |52BE.9 ActVal Insured ISEDD

Premium Amount [1000 Efquth | e .

— Diigtribution Method for Premium Amount ]
% AutomaticPro-Ratal € Manual —‘ Marration
—Asset Hierarchy
Clazz Category Sub Categoryl Sub Cateqory? AzzetId
| =l | | [ || E ? |
Location
j Clear Criteria | HEfiewE I
—Aszset Details
Technizal Descrption | Purchase Value | Book Yalue | Dep.Till Date | |”SU'EC|| F'remiur:'u 1=
Azfdzafaa 1200 1057.38 142 62 1000.00 105.26
Azldzafaa 1200 1057.38 142 62 4000.00 421.05
Azldzafaa 1200 1057.38 142 62 3000.00 A5.79) ]
Azldzafaa 1200 1057.38 142 62 1500.00 157.89 IL[
4 >

Sdlect the Type of Insurance and the Insurance Company that you have
Insured your Asset with. Click on the New button to enter the names of
Insurance Companies other than those in the list.

Enter the Start and Expiry dates, Frequency of Payment and the Document
details of the Insurance Policy.

Select the required Assets in any combination from the ‘Selection Criteria’

pand and click on’ Retrieve’. Click on ‘Clear Criteria’ if you want to query
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afresh. Now select/deselect (toggle) assets by clicking in the first column.
Finish selection by clicking on the ‘close’ button. Click on ‘Select All’ to
select all the retrieved Assets.
The total Book Value of all the sdected Assets will be computed in the
‘Insurable Value’ field. Enter the Amount for which each Asset has been
insured in the ‘Insured Amount’ field. This will be totaled and displayed as
‘Actual Val Insured’ in the header area.
The insurance premium amount can be entered in 2 ways :
Automatic [Pro-Rata] - the Premium Amount for each asset is
automatically computed.
Manual- the Premium Amount for each asset has to be entered by
you.
The total Premium Amount will be computed in the corresponding field
in the header area. You can now save the record by clicking on the ‘Save’
button.
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AM C Service Details Screen:

&% Annual Maintainance Service Delails

Wig I Entry/E dit

Agzet Code ™ |w "l Cantract Mo's Svailable I _‘J

Service [0 | Service Date * o i
Serviced By | Complaint Desc
Remarks

[~ s Part: Replaced

Part 5.Mo Part Details Remarkz | Part a *
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AMC Service Details

Sdect transaction in the menu

Go to annual maintenance service details

Click on the new button.

Sdect the asset code for which the service details have to be entered.
Select the contractor’s name form the list of available contractors.

Enter the service ID

Enter the date for which the AMC contractor provides the service for the
asset.

Enter the name of the person who has serviced the machine

Enter the complaint description for the asset.

Enter the remark field if any, which is an optiona field.

If the parts replaced the click the check box for the parts replaced.

Enter the details of the parts in the details column.

Once the rdevant information are entered then

Click the save button.

If another record to be entered then click the new button to enter another
record.
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REQUISITION FOR ASSET MOVEMENT

l_rP Transactions> Request > Asset M ovement

System Fef MNo. I Date |23,"E|4f1 949 CDmpanyISparSh Cormunications Lirmited
—Asset Hierarchy
Class Category Sub Categong] Sub Categorgg Assetld
[PamranTe 5[ =l =l 1 ? |
|ocation
ﬂ Clear Criteria | Eetieye |

—Select the Assets you want to Move

Select Al L Close

Click to Select | Agsetld Diescription -
P & MPMOSCOMPMNone00001 64 PIn CONNECTORS I
P & MPMOSCOMPMNone0d0o02 64 PIn CONNECTORS
P & MPMOSCOMPMNone00003 64 PIN CONNECTORS
P & MPMOSCOMPMNone00010 ACER 32X EXT W/CASING
P & MPRMOSCOMPMNone00011 ACER 32X EXT W/ CASING
P & MPMOSCOMPMNone00012 ACER 32x EXT W/ CASING
P & MPMOSPRNTNone00001 PRINTERS
P & MPMOSPRNTNone00002 PRINTERS
P & MPMOSPRNTNone00003 PRINTERS f
4 4

Enter the conditions in any combination in the ‘Selection Criteria’ panel
and click on Retrieve. In case you want to change the condition, click on
‘Clear Criteria’. The Assets matching the criteria appears in the ‘selected
records’ panel.
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You can now select any number of Assets by clicking on each row in the
first column. Clicking on an already selected Asset deselects it. Click on
‘Close’ to complete the selection. The selected records along with the
current user & location now appear.

You can now enter the new user & new location for each of the sdected
Asset.

In case you are moving one or more Components of the Asset, click on the
selected Asset to identify as partial and on right click, the components will
be presented. You can now highlight the components which you want to
be moved and give the new user & new location against each component
and close the window. In case all the components are selected, the entire
Asset will be considered for movement.

Enter the Names of the User/s who have Proposed and Authorized the
Retirement

Save the Record by clicking the Save button on the Tool Bar. Click on the
‘Print’ button to get a hardcopy of the requisition.

Once the request is made, it cannot be edited. It canonly be
A cancelled through the Menu path
Transactions - > Cancel - > Request for M ovement.
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REQUISITION FOR ASSET RETIREMENT

rrPTransactionsé Request—>Asset Retirement

Compary ISanghi Spinners India Ltd.,

System Ref. No | Date [23/04/1353

—Agset Hierarchy
Class Category

fLtB-Land And B 7] |

J Sub Categoryl Sub Categong? Aszet |d
- I v” vl I ? |

[

Location

Clear Criteria | retieyE

ReguestFor & Sale  Scrap & Decommission

Description

Complete Aszet Azget d |

Technical Description 2

Aszfdzafaa

»F

M
¥

L&BManet onet one00007
L&BMN oneMoneM one00003
L&BMNoneM oneM one0onos

Azdfas
Aszdfaz
Asdfag

Asfdzafaa
Asfdzalaa

4

Propozed B_I,JI Authorized By 1] I

2 |

3 |

Select the required Assets in any combination from the ‘Selection Criteria’
pand and click on’ Retrieve’. Click on ‘Clear Criteria’ if you want to query
afresh.

Now select/desdect (toggle) assets by clicking in the first column. Next,
click on ‘Close’ to complete selection.

An Asset can be Retired by using any of the following methods:

Sale
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Scrap

De-Commission
In case of Sale/Scrap enter the ‘Estimated Disposal Value’ for each Asset.
In case you want to retire one or more components of the Asset, click on
the selected Asset to identify as partial and on right click, the components
will be presented.
Y ou can now highlight the components you want to Retire.
Enter the Names of the User/s who have Proposed and Authorized the
Retirement.
Save the Record by clicking the ‘Save ‘button on the Tool Bar. Click on
the ‘Print’ button to get a hardcopy of the saved data.

Once the request is made, it cannot be edited. It can only be
cancelled through the Menu path
Transactions - > Cancel - > Request for Retirement.

PREPARE INVOICE FOR SALE

rrPTransactionse Prepare Invoice for Sale
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[reeoice-d I1 |nvoice-Date|22a’|34x"| 999
Retirerment Fef |2 Ll

Party Name [FERRO ALLOYS

Firamcial 'fear IEDDDQUW

Il Todddre

ST W05

HIMATATHAGAR

HYDERABAD

4P

Ship To Address

ROAD WO 1

BAMJARA HILLS

HYDERABAD

Aot Faid By
Freight 500 Seff )
Insurance 1000 cef =
Fackage and [1o00 el 3
Farward
Others sud Sel j

Disposal value IEUUUU Sales Tax |1 000 Excize Duty |1 aoa

Tatal Amaount IEEEIDD

Payment Terms |QTRLY-QUARTERLY 7]

Payment Method | CASH-BY CASH

2

M arration

Dizplay
Aazzet
Detailz

Print |

Sedlect the Retirement Ref. No. of the sold/scrapped Asset and enter the

Invoice Date and Party name.

Fill inthe ‘Bill To Address’ and ‘Ship To Address’ fields.
Enter the Disposal Value, Sales Tax and Excise Duty. You may enter

Freight, Insurance, Packaging etc., along with the qualifier as ‘Paid by

Party’ or ‘Paid by Self’. In case of ‘Paid by Self’, the total Invoice Amount

will reflect the expenses.
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Sdect the Payment Term to indicate the frequency of payment and the
M ethod of payment.

Clicking on ‘Display Asset’ will show the Retired Assets pertaining to the
Retirement Ref. No entered earlier.

Save the record by clicking the ‘Save ‘button on the Tool Bar. Click on the
‘Print’ button to get a hardcopy of the document.
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CANCEL REQUISITION FOR MOVEMENT
rr,»Tran&actions%Cancel% Requigtion for M ovement

From I_a" 2 Ta I_a’ .

Movementld |1 ﬂ Current Location I LI
Current User I ﬂ MNew Lacation I ﬂ
MNew User Iasd j
B0 | Clear | Cancel | UnDelete |
Selection hdowee Id Mowe Date AszzetD Feguested by Currertl Jser Curre
i 1 23/04/1993 2 asd Srinivas SPARSH#H

Enter values in any of the fidds in the header pand and click on ‘Retrieve’.
A list of requests pending for movement, meeting the selection criteria
will be displayed. Click on ‘Clear’ if you want to change the criteria.

Click in the first column to sdlect the record to be cancelled and click on
the ‘cancel’ button to Cancel the request. In case you need to undo the
cancellation click on ‘undelete’.

Save the record by clicking the Save button on the Tool Bar.
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CANCEL REQUISITION FOR RETIREMENT

l_|-|'> Transactions—> Cancel > Requisition for Retirement

From |1 /041933 To IED;"EMH 933

RequestiD |1 =l EXTDISPYAL  [5000
Retirement methcu:l SaLE j Company ISSIL
Propozed By Irai j

] | Clear | Cancel | LInDelete |

Selection Request 1D ReqDate Azet D Retrement Method ProposedBy
| 1 2204193 |4 SALE 13
H 1 22041939 |5 SALE &

Enter values in any of the fidds in the header pand and click on ‘Retrieve’.
A list of requests pending for retirement, meeting the sdection criteria
will be displayed. Click on ‘Clear’ if you want to change the criteria.

Click in the first column to select the record to be cancelled and click on
the ‘Cancel’ button to Cancel the Request.

In case you need to undo the cancdlation click on ‘undelete’.

Save the record by clicking the Save button on the Tool Bar.
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CANCEL EXPENDITURE ENTRIES

I_rP Transactions—> Cancel>Expenditure Entries

From Gl To s
Expendiure head | MAIN-MAINTENEN( 7 SLID [10 =l
Expenditure Type I _ﬂ Azzet Code I?-L&BNoneNoneN oneﬂﬂlj
IJser Mame I _j
[Hien | Clear | Cancel |
~ E=penditres
Selection Tran |d Trandate bzzat D S.Mo Expn Incured Diate Expend
o] 1 22/041998 |7 1 01/04/1339 bl
L | [

Enter values in any of the fidds in the header pand and click on ‘Retrieve’.
Click on ‘Clear’ if you want to change the criteria.

Click in the first column to sdlect the record to be cancelled and click on
the ‘Cancel’ button to Cancel the record.

In case you need to undo the cancdlation click on ‘undelete’.

Save the record by clicking the Save button on the Tool Bar.
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QUERIESON ASSET HIERARCHY
Queries>Asset Hierarchy

o~

A list of all the Asset Classes will be shown by default. Click on the
required Asset class to be able to see the Categories and subsequently the
Sub-Categories.

Select the required category and click on ‘No. of Assets’ in the right
window frame. This will let you know the total number of Assets
available under the sdected criteria. Click on ‘Show Details’ to see a
display of details of all the Assets under the sdected criteria. Click on

‘Hide Details’ to conceal the details from view.
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QUERIESON LOCATION HIERARCHY

I_I'P Queries>Location Hierarchy

Cl e
Location Hierdhore ekt ails Descnption Sdafzdgs

Combination Yaluez for DFG5DS

SEGFHDFGSDSHDGDHFGSSFF

A list of all the Location Segments as defined by you under Location
Hierarchy Setup will appear by default. Drop Down the required segment
and click on the required value. click on ‘Show Details’ to get a display of
all the Segment Combinations in which the selected segment value appears.
Click on ‘Hide Details’ to conceal the details from view. Double Click on
each retrieved combination to see the Asset details located at the location.
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GENERATION OF REPORTS

I_r" Reports

Reports
Additions

- Statutany Reparts - Selection Criteria

--------- Asset Register Start Date I_“" i Ending Date I—"J—“J—
--------- Agzets Additions/Deletions
Azzet Clags I hd I Category I 'l

--------- Azzety Deletionz

- Purchase Register Sub Category'll vl SubEategory2| :I'

......... Additions Location | 7!

--------- Depreciation 5chedule
--------- Final Depreciation Report
[} MI5 Reports

--------- Azzet Statuz

--------- Maintenance Expenditures
Insurance Statuz

- Gain or Logs on Aszet Sale
......... Party List

Revaluation On Aszetz
-tzzet Maovement History —
-Depreciation of the Year Destingtion———————————————
- Depreciation Accumulation .

--------- Azzetz in Locations ml Go
--------- Azzet Purchaze Analyzis

[ Documents
=1 FRN Ll P i
il | I

Reports are classified as:
Statutory
Management Information [MI1S]

| »

Documents
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AMC Reports

Select the Report that you would like to Generate. The selection criteriais
report-sensitive — fields which are required for a selected report appear.
You can enter the Criteria the ‘Selection Criteria’ Panel. If any of the
fields is left blank, the default value is taken — for example if ‘Asset Class’
isleft blank, ALL the Classes will be considered.

Now click on ‘Go’ to generate the report and display by default on screen.
The report can be printed to the default printer or can be exported to a
Lotus/Excel spreadsheet or a text file or sent to any user on a mail
network.
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8 Change Password [ [O] ] |

User Id |46C =

Cument Password I
Mew Password I
Confirm Pazsword I""

¥ Change Passwaord Regulary

Mo of days |1U

CHANGE USER PASSWORD
I-I_I,»UtilitieSQChange User Password

If you login as a User, enter Current Password, New Password and confirm

by repeating it.
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If you Login as ADMIN, you need to sdect User Id. before entering the

New Password and confirming it.

If New Password and Confirm Password are different, error message is displayed.
You can opt for time based reminder to change password by giving the
password expiry days.

Click on the save button to save the record.

BACKUP/RESTORE DATA

I-I-II»UtiIitias% Backup ‘n Restore

s, Backup 7 Restore 0Of Database
Select [ Elacku;e " Restare

[ eztination Browsze. . |
Compress

Backup I E wit I

Click on Backup / Restore option button as per your requirement.

To take a Backup of the database, enter the Destination of the backup file.
Select the path for the Destination by clicking on ‘Browse’. Now click on
‘Backup’ to create a Backup file of the database.

To overwrite your Original file with the Backup file click on ‘Restore’.
Specify the source of the backup and click on ‘Restore’.

Check or Uncheck the Compress button to take the backup using

compression techniques.

© Sparshcom Limited (Software Division)80 80 8080



TRACKIT Ver 1.0 User Guide

Restoring a Compressed file automatically de-compresses it before
restoration.

FINANCIAL YEAR CLOSING

Setup-> Financial Year Closing

=k Financial Year Closing [_ (O] I

Current Financial Year  2001-2002 [ 0/04/20M - 31/03/2002 )

New Financial Year I 2002-2003 vl

% Closing the Current Financial “'ear and Opening the Next Financial ‘f'ear with transfering the Accounts

Closing the Current Financial Year and Opening the next Financial Year will have the
following effects

1. Cumrent Year closing balances will be taken as next Year Opening balance

2. Mot possible to enter Transactions after closing Financial Year

Do You want to continue [V

Select the New Financial year from the list.

Choose option and view the necessary changes that would occur after the option is
chosen.

Check ‘Do you want to continue?’

Click on ok.
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This allows you to start using the new financial year.Relogin into the system. Choose
the new financial year. The financial year close would only occur if the last day of the
last month of the old financial year.When using the new financial year confirm
whether the user is in the new financial year.

APPENDIXES

TROUBLE SHOOTING

If any message comes saying “can’t update file, access is denied”, then search the
file in system folder and remove read-only attribute of that file in the properties of
thefile.

If any message comes saying “some system files are out of date. Do you want to
update the files”, say ok and the system will automatically restarts and updates all
thefiles.

If any message comes saying “a file being copied is older then the file on your
system. Do you want to overwriteit”, click ‘yes to all’.

System date format should be DD/MM/YYYY (start-> settings-> control panel ->
regional settings)
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GLOSSARY

Actual period of usage method (applicable for balance sheet only): Depreciation
will be based on the Actual Usage of the Asset in terms of the Unit of Measurement.

Adhoc basis: Adhoc basis enables the user to enter the cost of the individual
components. The change in the value of the Asset from revaluation is distributed

among the components on an individual basis.

Ad-hoc Distribution(for revaluation): The User can provide a percentage

increase/decrease of the value of each component of the Asset.

Alternate Code: The Party code as assigned or generated by the Accounting system
or any other Computerised Application for cross reference with the Asset
Management system.

Base Value: Purchase value of the Asset as billed by the vendor along with Excise
duty.
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Basis for Revaluation: The value of the Asset can be updated, based on the present
Market value or the Reinstatement value i.e the value as arrived on by the Technical
Assessor.

Bill To Address. The address to which the Invoice has to be sent. For ex.
L ocal/Head office etc.

CST: Central Sales Tax levied on the base value of the invoice.

De-Commission: If an Asset is not in use temporarily ,it can be De-Commissioned
i.e put out of use for accretion period of time De- Commissioned asset can be
recalled at any point of time.

Depreciable life: Remaining life of the Asset in terms of Years.

Equal Distribution (for revaluation): The revaluation amount is equally distributed
amongst all the components of the Asset.

Equal Distribution Method: Equal Distribution method distributes the Purchase
value of the Asset equally among all the components.

Expense Heads: All the expenses incurred during the aquisition of an Asset. This
includes the cost of the Asset, freight charges, postal charges, etc.

Expense Types: A sub-classification of expense heads such as Railway Freight

charges etc.
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Expired Life:The total period ,in terms of years ,for which the Asset has been in

use.

General Ledger Code: Ledger in the Accounting system representing a particular
type of transaction such as Depreciation.

Group code: In case the party belongs to a group of companies, it may have a

separate Group code.

Narration: Any textual details of the transaction can be entered in thisfield.

Number of Periods: The number of periods in terms of the period type in which the

payment has to be made.

Party Class: Classification of the type of Vendor from whom the Asset has been
acquired such as the Manufacturer/Supplier / Dealer etc.

Party Type: It is asub- categorisation of the party class. For eg. One time Vendor.

Percentage Method: Percentage Method distributes the Purchase value of the Asset
on the basis of the Percentage alloted by the User in the Percentage column.

Period Type: Period of payment during the year such as Yearly / Half-yearly /
Quarterly.

Sale: An Asset can be sold by the Company during its useful life . This can be one
of the Retirement methods.
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Scrap: In case the Asset does not meet quality requiremets it can be treasted as scrap

and retired.Y ou may or may not get a disposal valuefor it.

Ship To Address: The Address to which the sold/scrapped Asset has to be sent to.

SST: State sales Tax as levied on the base value of the Invoice.

Straight Line method: Depreciation on the Purchase Value of the Asset. The
depreciation will be equally distributed over the years.

Sub-Ledger code: A sub-classification of the General Ledger. For e.g. Depreciation

could have an Sub L edger code representing Depreciation for Plant and Machinery.

Pro-rata basis: Distribution of the revaluation amount is based on the Book value of

the Particular Component among the total components of the Asset.

Total life: Total useful life of the Asset in terms of Years.

Unit of Measurerment: The unit in which the running life of the Asset can be

represented.Eg. Kilometres etc.

Useful lifeThe total life of an Asset in terms of its unit of measurement. For eg. The
useful life of acar may be 10,000 KM.
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User Class:The positional hierarchy of the user in the company. For eg. Manager/
Executivel Technician etc.

Written Down Value method: Depreciation on the Book value of the Asset. In this
method the depreciation will be high initially and will decrease with passage of time.

CONVENTIONSAND SYMBOLSUSED

To help you Navigate through the Asset Management System we have
provided you with some Key Board shortcuts:.

- Context - Sensitive help
— Visual Calender to sdect Dates.

— Displays ainput box wherein you can enter New values

The following symbols have been used in the Asset Management System and the
User Manual:

T

][\'Noteﬁ indicate points of concern that you should be aware of when using the
(appl ication. It aso tells you of the common errors that you should watch
out for.
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_‘@x_ TIP

s

§ Saves you time in data entry or to point out additional helpful
information, such as a shortcut.

=8 New BUTTON

This button is used in the Asset Management System to display the
‘New Entries’ dialogue. If the required values are not available in
thelist displayed, Click on this button. This will either display the
sub-screen or take you to the Master Entries form. Enter the
required value and save the record. This value will now be available
in the selection list.
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