@ Lyn Wilkerson

How to Complete Your TIPWeb-IT Asset

Management Room and Staff Inventories

Each year, the district performs an inventory of
devices at all district campuses. Each staff member is
required to enter the devices they have been directly

assigned as well as the items in the room they have
been assigned to inventory.

Room Inventory and Staff Inventory Emails

Each staff member will receive a Staff Inventory email.

Each staff member that has been assigned a room to inventory will receive a Room

Inventory email.
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Complete Staff Inventory Audit for JANA BEARDEN

0 TIPWeb Mail Notifications <do_not_reply@hayessoft.com>

o HSS_Learning

To begin or continue this audit, click here,

Please do not respond to this message. This e-mail was sent from an unattended mailbox.
This automated notification was sent via TIPWeb-IT on 03/10/2022 11:21 AM by Learning ISD.

TIPWeb-IT is a product of Hayes Software Systems, © 2011 — 2022 All rights reserved.

Complete Staff Inventory Audit for JANA BEARDEN - Message (H
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Learning ISD has requested for you to complete al’n audit of technology assets assigned to you from Wright Elementary.

Staff Inventory Email

This email will indicate the staff member by name and provide a link ("click here") to open the

inventory.
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Complete Room Inventory Audit for MATT BENNETT

TIPWeb Mail Notifications <do_not_reply@hayessoft.com>
T HSS_Learning

Hello MATT BENNETT,

Learning ISD has requested for you to complete an inventory audit for:

Wright Elementary
Room 270: Small training lab

To begin or continue this audit, click here.

Please do not respond to this message. This e-mail was sent from an unattended mailbox.

This automated notification was sent via TIPWeb-T on 03/10/2022 11:21 AM by Learning ISD.

TIPWeb-IT is a product of Hayes Software Systems, @ 2011 — 2022 All rights reserved.

Room Inventory Email

This email will indicate the room that was assigned by the campus to be inventoried. It will also

include a link ("click here") to open the inventory.

The Staff Inventory is only for any devices that are assigned to
you directly. These will typically be a laptop or a tablet.

Devices that are not removed from a room (for example, touch
displays, projectors, document cameras, and desktop computers)

are not to be inventoried in the Staff Inventory.

4 Reply | %) ReplyAll | —> Forward

Thu 3/10/2022 9:22 AM



Staff Inventory Audit Screen

JANA BEARDEN Inventory Audit
Inventory Count ‘ Located

1 0

Remaining

Enter all tag numbers for inventory assigned to you and click complete when finished.

°

state. Ty Serial Product Product Type Manutacturer Model Actions

» NotFound HP3564812449 HP EliteBook 2730p Tablet Hewlett-Packard 2730p
N
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To record each device in the inventory, enter the tag number in the Enter Tag Number box.
After clicking on the green/white arrow icon, the item will update on your list or populate as an

additional item.

Devices showing on the list are what were recorded in the inventory previously. The purpose of

the inventory audit is to update that list.



Misplaced Tag Confirmation »

The tag you entered (t51761) is currently assigned to you.

This audit iz for inventory in Room 270: Small training lab. If the HP EliteBook 2730p was
directly assigned to you, please indicate below. If you are unsure whether or not the asset
belongs to you or the room, select 'l Don't Know' below.

Who does this asset belong to?

| Asset s Assigned to Me

| Asset is Assigned to Room

‘__ | Don't Know

If the message on the left appears when you are entering a device, the system is confirming the

device should be assigned to you since you are trying to enter it into the Staff Inventory.

Only devices that are assigned to you (typically a laptop or tablet) should be entered into your

Staff Inventory.



Enter all tag numbers for inventory assigned te you and click finalize when complete, Meed Help?

100 <@

INVALID TAG NUMBER / TAG NOT FOUND IN SYSTEM.

IF TAG NUMBER IS CORRECT PLEASE CONTACT YOUR SITE ADMINISTRATOR TO REPORT ASSET.
il State Tag Serial Product

» Mot Found GH25K72 Dell Latitude Laptop CTO

» Mot Found 15218550000750031 Socket Mobile Scanner CHS 7Mi
» ) Verified 734644 500CQCV0401147 LG Tablet G Pad 10.1 (W700)

» & Verified 900911 15218550000750039 Socket Mobile Scanner CHS TMi
[l ] page e

If you receive an Invalid Tag Number / Tag Not Found in System message, contact your

Campus CAM to verify the correct information.

(C 7 -, JANA BEARDEN Inventory Audit

This audit has been submitted to Wright Elementary for approval.
No further action required.

Sean Completed By: JANA BEARDEN
Scan Completed On:  03/10/2022

Inventory Count = Remaining
1 1 0

sute ™ Sera procuct Procuct Type Mautacturer Model
> @ Veriied T51760 HP3564812449 HP ElteBook 2730p Tablet Hewlett-Packard 27300
IR Pagesize[ 10+

1items in 1 pages

Click on the Complete button in the upper right to submit your inventory. You will see the

screen on your left to verify the inventory was submitted.



The Room Inventory is only for devices that remain in your office
or classroom. Those devices include touch-screen displays,

computer carts and their contents, projectors, web cameras, and

document cameras.

Do not enter items that are assigned directly to you in the Room
Inventory. These include your laptop or a tablet.

Room Inventory Audit Screen

Asset Room 270 Inventory Audit

Management

Small training lab

8 0 8

| fnventory Count l Located

Remaining l

Enter all tags physically located in this room and click complete when finished.

o

& Refresh
sute g Serial product product Type [— Modes Actions
> NotFound RTPIXMODF276 HP Compaq 5008 Desktop Computer Hewett-Packard 5008
s NotFound RTPIXMD3F276 HP Compag 5008 Desktop Computer Hawlett-Packard so0e
> Not Found RTPIXMFSF276 HP Compaq 5008 Desktop Computer Hewlett-Packard 5008
> NotFound RTPIXMMSF276 HP Compaq S00B Desktop Computer Hewlett-Packsrd 5008
> NotFound RTPIXMMFF276 HP Compaq 5008 Desktop Computer Hewlett-Packard 5008
> Not Found RTPIMNSF276 HP Compag S00B Desktop Computer Hewlett-Packard s00e
> Not Found RTPIXMPVF276 HP Compag 5008 Desktop Computer Hewlett-Packard 5008
> NotFound RTQIVWHME276 HP Compaq 5008 Desktop Computer Hewlett-Packard s008
il e Pagesize[1s - = :

The Room Inventory Audit screen will indicate the room that the inventory audit applies to. If you
believe the room indicated is incorrect, please contact your Campus CAM. Do not enter items if
the room you occupy at your campus does not match the one indicated in the Room Inventory

Audit.



B rtament Room 270 Inventory Audit

small training lab

tnventory Count |1 Located” Remaining

8 0 8

Enter all tags physically located in this room and click complete when finished.

° :

@ Refresh
sute o serat product product Type Manatactures Mode Actons

> Nt Found RTPIXMODF276 HP Compaq 5008 Desktop Computer Hewlett-Packard 5008
> NotFound RTPIXMD3F276 HP Compaq 5008 Desktop Computer Hewlett-Packard 5008
> Not Found RTPIXMF6F276 HP Compaq S00B Desktop Computer Hewlett-Packard 5008
> Not Found RTPIXMMSF276 HP Compaq 5008 Desktop Computer Hewiett-Packard 5008
> Nt Found RTPIXMMEF276 HP Compaq S008 Desktop Computer Hewlete-Packard 5008
> Not Found RTPIXMNSF276 HP Compaq 5008 Desktop Computer Hewlett-Packard 5008
> Not Found RTPIXMPVF276 HP Compag 5008 Desktop Computer Hewlett-Packard 5008
> Not Found RTQIVWHMF276 HP Compaq 5008 Desktop Computer Hewiett-Packard 5008
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To record each device in the inventory, enter the tag number in the Enter Tag Number box.

After clicking on the green/white arrow icon, the item will update on your list or populate as an

additional item.

Devices showing on the list are what were recorded in the inventory previously. The purpose of

the inventory audit is to update that list.

Enter all of the technology devices in your room, regardless of whether they are on the list or

not. The list will update based on what you enter.

=) Asset Room 270 Inventory Audit

Vanagement
small training lab

eventory Count I‘

T |

4

Enter 3li tags physically located in this room and click complete when finished.

E————— o

& Refresh
State Tag Sermal Misplaced Tag Confirmation X —— Model Actions

S v Faund RIBIXMID3F276 (R (g you entered (£51504) is not expected to be in this room. Rawistt Pakard 008

> Not Found RTPIXMMFF276 - Hewlett-Packard 5008

> Not Found RTPIXMNSF276. 2;;u;::|;r;lrr;rg;i:\‘:i:r:;:n you acknowledge that this HP Compag 5008 was found at Reem Hewlett-Packard 5008

» Not Found Hewlett-Packard 5008

Ve v T You can undo this action while the audit s sill open. e e 8

> @ Venfied T51544 RIPIXMFEF2T6 To proceed, click Confirm below. Hawlett-Packard 5008 @

> @ Venfied 151547 RTPIXMMSF276 Hewlett-Packard 5008 @

» & Venfied 151545 RTQUVWHMF276 Lconﬁrm M Cancel | Hewlett-Packard 5008, -]
[T  Page sie: 15 - %1 pac

If you receive the Misplaced message shown on the left, please click Confirm. The term

Misplaced only indicates that the item was originally recorded in a different location and will be



updated as part of the inventory. If you believe you entered the item's asset tag incorrectly,

please click on Cancel.

Room 270 Inventory Audit

small raining fab
TAventary Count Locaed ’ RETag I
Enter all tags physically located in this room and lick complete when finished
°
2 Refresh
sate ) Serial Procuct Product Type Mantactures Model Actions.
Confirmation X
> Not Found RTAIXMD3F276 Hewlett-Packard 5008
(] 3 item(s) showing on your audit have (ot been located.
> Not Found RTPJXMNSF276 . Hewlet-Packard 5008
> NotFound RTPIXMPVE276 5008
By completing this audit. you are 3t you have entered ALL items that are the focus
> @ Found RTPIXMK4F276 of this sudit. These items are not to the items on the provided list 5008 <]
» @ Verified RTPIXMODF276 Heuwlett-Packard 5008 -]
ted, you

> @ Verfied RTBIXMF ry. 5008 e
> @ Verified RTPIXMM 5008

© To proceed, click Confirm below -
> @ Verified RTPIXMM 5008 ]
> ed 51545 RTQIVW: 008 <)
R Confirm ] [ Gancel
[selc ]t 2f] Pagesize:| 15 ~ TR, ot 1

Click on the Complete button in the upper right to submit your inventory. You will see the

screen on your left to verify the inventory was submitted. It is OK to have items that are not

entered on the audit list. The message to confirm your submission will appear and you can click

on Confirm to complete.

The Staff Inventory is only for devices that are assigned to staff

members (for example, laptops and tablets)

The Room Inventory is only for devices that remain in the room
they are located in (for example, touch-screen displays, desktops,
and computer carts and their contents).



Enter all of the technology devices located in your room in the

Room Inventory. The list shown in the audit is for devices

recorded in the previous inventory. The purpose of the annual
inventory audits is to update that list.

You may not have all of the items on the audit inventory list. ltems

that still show as Missing will be researched when we close the
audits.

If you mistakenly click on Complete in your inventory audit before
you are finished, let your Campus CAM know and they can reopen
it.

Thank you for participating! The district can only obtain an
accurate inventory if everyone takes part.




