CLOCKWORK
Training Manual and Reference: Inventory

© TechnoPro Computer Solutions, Inc.



Table of Contents

Inventory — Learning Objectives

License Key 5
Create a Catalog 6
Assign Permissions 9
Categories and Sub-categories 10
Assign a Dynamic Form 11
Products

Create a Product 14

Product Info 16

Product Status 17

Extra Info 18

Accessories 19

Vendor info 20

Product Image 21

Attachments 22

Movement History 23
Edit a Product 24
Delete a Product 25
Find Product by Barcode 26
Search for Product 27
Product List 28
Products by Category 29
Movement History 30
Export to Excel 31
Export to PDF 32
Show Products Report 33
Add/Remove Formatting 34

Reservations

Create a Reservation 36
Edit a Reservation 37

ClockWork Training Guide & Manual Page 2 of 66



Show Reservations 38

Cancel a Reservation 40
Loans and Reservations by Person 41
Show Loans/Reservations Calendar 42
Export to Excel 43
Export to PDF 44
Add/Remove Formatting 45
Loans
Create a Loan 47
Edit a Loan 49
Return a Loan 50
Loan Status 52
Active Loans 54
Loans and Reservations by Person 55
Show Loans/Reservations Calendar 56
Export to Excel 57
Export to PDF 58
Add/Remove Formatting 59
Reports 60

Other Features

Drag and Re-size 63
Copy of the Product 64
Batch Emails 65
Export working catalog scheme 66

ClockWork Training Guide & Manual Page 3 of 66



CLOCKWORK TRAINING

INVENTORY

LEARNING OBJECTIVES

Become familiar with the Inventory interface

Create a new catalog

Create a category and a sub-category

Add a product in the Product List

Become familiar with Movement History

Understand the difference between loans and reservations
Make loans

Make reservations

Show Product Report

Become familiar with the graphical calendar

ClockWork Training Guide & Manual
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License Key

e The inventory module is not going to work without its license key
¢ If the license key is not imported, please submit a support ticket
¢ In ClockWork, go to Extra tab > Submit a Support Ticket

How do you know if the license key is not imported?

+

4

) Database | “ licznses | @ Hosthames

if? Add Licenses ;gj Refresh

i ClockM/orkSerser Configuration Wizard - 5.13.0318

4 Security

Drag a column here to group by this column,

Productiame A

Ahoriginal Department
Accommadations Core
Allowes students to request benifits on-line.
Alternative media

Base ClackWork

AL

Clack\Wiark Server
Clock'Work Server Testing
Counseling Department
Department-Student Health
Inventary System

License for each department

License forthe Advising Department,

[E=S Hom =

X

IssuedDate 7 ExpiryDate 7 LlicenseType 7 Mlice =

March 01, 2013
April 06, 2011
March 01, 2013
March 01, 2013
March 01, 2013
May 17, 2012
April 06, 2011
March 01, 2013
March 01, 2013
March 01, 2013
October 24, 2011
March 01, 2013
March 01, 2013

Dnline Accommodation Letters Instructars) April 08, 2011

Online Accommodation Letters (Students)
Online Alternate Test Booking Requests
Online Appointment Booking

2n-line Closed Captioning

Qnline Instructar Test/Exam Submission
Qnline Intake

Online Motetaking

2n-Line Self Registration

VSave % Cancel

April 06, 2011
April 06, 2011
April 06, 2011
March 01, 2013
April 06, 2011
April 06, 2011
April 06, 2011
March 01, 2013

Mever expire
Mever expire
MNever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
Mever expire
MNever expire
Mever expire
Mever expire
Mever expire
Mever expire

Mever expire

Production
Praductian
Production
Production
Production
Praduction
Praductian
Production
Production
Praduction
Production
Praduction
Production
Praduction
Production
Praductian
Production
Production
Production
Production
Praductian

Production
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e In the server, go to Start > All Programs > TechnoPro >
ClockWork 5 Server > Clockwork Server Initialization Wizard

e |t should have ‘Inventory System’ in the Licenses tab
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Create a catalog

(% ClockWork ADMIN E=0EC

File Tools  Users and resources  Appointments  Courses  Dataforms  Security  Miscellanecus  Software updates  Inventory  Settings  Help

Categories Inventory

¢ Add a Catalog by QOing tO Users and resources
ClockWork Admin > Inventory > Appointments @ Catalogs

Courses Display all catalogs in the system. Allow create/modified/delete catalogs.
Catalogs > New Catalog Data forms
Security Product status list
Miscellaneous Q Display product status list. Allow create/imodified product status.

e Select the New Catalog button Software updates _ _
. p Returning loan status list

. Display returning loaned product status list. Allow create/modified returning loaned product status.
Settings play g p v g p
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r = B
f Create inventory catalog _ e @E‘g

Inventory Catalog Wizard — o — L - -
Please choose from the following options:
@ Inventory Catalog Templates
Drag a column here to group by this column.
Catalog Name Description %
Contains: W Contains: W
| Assistive technology
Equipment Department Equipment
Total rows: 2
) Empty Catalog
@ Import from file
|
I
' NEH> —
R
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You will then choose from the
wizard:

1) To select an already built-in
Template

2) To create an empty catalog

3) To import an existing template
(See page 66 for details)
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[ @ Inventory catalog list - -— l — | (=) |_i‘3-]
Drag a column here to group by this column.
Catalog Mame % Description % Who created firstname % Who created lastname Creation Date W
Contains: % Contains: W Contains: W Contains: W No filter: i
[ | Equipment Department Equipment Krystel Ccampo Jun 25, 2013 . 919 AM
Assistive technology Krystel Ocampo Aug 2, 2013 . 4:50 PM

e Catalog Name, Catalog ID, Who created, and the Creation Date cannot be edited.

e To edit the catalog’s description, double click on the selected catalog or right-click and select

Edit Catalog.

e A catalog can only be deleted if it's empty; you must first delete all the categories and products

in the catalog.

¢ Right-click and select Delete Catalog

ClockWork Training Guide & Manual
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Assign permissions

setings tor everyons W .

—

B o e

Everyone settings

Miscellaneous Drag a column here to group by this column.

Forms Group ¥ Title Vlsd. ¥ Value w
Buttons rreee e G

Appointments b Inventory |Allowed inventory catalogs | [ 40 a_|
Users LR oy == U R = T s L | T I —

Students Inventory Comma separated list of report ids forinventory system 0 502490,502492,502493,502494,502495,502 ...
Accommodations

Exams

Courses

Alternative Format

Inventory

System

e After adding the Catalog, by default, users are not going to be able to see it right away. First,

add a permission to allow users to see the Catalog.

e By going to ClockWork Main Settings > Inventory > Allow catalog lds.

e Select the appropriate catalog

e Click Save

ClockWork Training Guide & Manual
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Categories and Sub-categories

Category

When you open the catalog, on the side you will see a - @ Assistive technology
- w Hardware

Category section... & Laptop
& Server
&8 Workstation
- @ Software
&8 QOrganization
& Reading
Example: Hardware, Software & Screen reading
& Text enlargement
&8 Voice recognition

Right-click and select New Category.

e The same for when you’re creating a sub-category. @ New Category
@ Setting up extended data to a category
Example: Laptop, Server, Workstation @ Delete Empty Category

e To delete a category or sub-category, they should not contain any product. You can only delete
a category if it's empty.

¢ Right-click and select Delete Empty Category
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Assign a Dynamic Form

: amic Forms Ust i T .. T s e
e Step 1: Build the =il ., R 47> 75—

form using “Per B|lY 2 b Bavid & b &

Create EditForm Edit form  Copy al fields Delete | Expand Collapse Clear Refresh Export Export Import

I nve n to ry” i n new form Info contents  to another form  form all all filter list selected form  all forms  form

Dynamic Forms Id Active
CIockWork R Disabilty forms
Admin’s Data - i PerStudent

&, Student Info Disability 1 £ Form Type Chooser =|E] % ]
Forms' *Accommodations Templat < :
plate Please select the type of form (screen):
@) Disability 8 © Student
G t CI kW k & Accommodation Letters 17 Each student gets a single screen with fields of data - you can update the fields at any time.
b 010 OoC or - i PerAppointment © Date
Ad m I n > Data g HlStOl'y (Dlsablllty) 1 0 *fou can create any number of instances of a form for each student. Form entries are dated.
Forms > Manage <& Additional test info form 15 o Appointment
g N ]BI Perl nStrUCtor i Each student gets a single screen with fields of data - you can update the fields at any time.
Data Forms > 4@ Instructor test info 16
Create neW form ) ]E_i PerDate - Angn'yﬂo?sm I ith fields of dat; pdate the fields at any ti
ach student gets a single screen with fields of data - you can update the fields at any time.
@ BsSwD 25
> |nvento ry - {) Un-grouped forms © Survey / evaluation
+4= P S d Each student gets a single screen with fields of data - you can update the fields at any time.
rOdUCt A\ g_r tudent
p = Staff Info 7 © Staff per date
- ]_| Counse"ing forms Each staff gets a single screen with fields of data for each date.
- 1| PerAppointment © Instructor per date
@ HlStOl'y (Counse"ing) 9 Use for instructor test info (by date) for online test confirmation
- i PerStudent © Inventory product
a Student Info Counselling 14 Each inventory product gets a single screen with fields of data; you can update the fields at any time.
- i PerDate
¥ Referral 24 O Alt formqt content . .
. ]_| Inventory forms ::;Iliﬁitarnatwe Format media content gets a single screen with fields of data; you can update the fields at
- | Perlnventory
4 Sample Form 18
A New form 21 & Select x Cancel
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] Category
e Step 2: Select a category or a sub-category - @ Assistive technology Product
- @ Hardware
. . & Laptop Equals:
e Step 3: Right-click on the category or sub- 3 Server
category, and select “Setting up extended data to a & Workstation
Category” - _Sﬂftware. .
&F Organization
. . &% Reading
This will show as an Extra Info tab between the Product & Screen reading
Info and Accessories. Z-J Text enlargement
o I S
igg Mew Category
|ﬁ Setting up extended data to a category |
i@ Delete Empty Category

R . . e — N
e = e —— —

@ New Product . - . .~ - | o 0

" ® Product Info " @ Extra Info I @ Accessories r& Vendor Info | =4 Product Image l % Attachments I Q Movement History ‘

ClockWork Training Guide & Manual Page 12 of 66



PRODUCTS
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New Product

Home Calendar Extra Products Loans Reservations Reports

[€] e P 88 e X

New Product §Edit Product Delete Find product Search for Product Products by Movement Close

Product ' bybarcode  product List Category History
Actions Views Options
¥ MNew Product |i
®  Edit product There are two ways to add a new product.
B  Delete product(s)
@ Makea copyof the product e You can use the button on top of the screen
##  Grouping products together
& Ungroup products e Or you can right-click on the Product List screen.
®  New products loan
[ Mew products reservation o Select NeW PI‘OdUCt
<3 View loans/reservations calendar
Export to Excel
J~  Exportto Pdf
B  Show Products sheet
[ show/Hide columns
E] Add/Remove Formattings
@2 Refresh

ClockWork Training Guide & Manual
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e A screen will appear with tabs of Product Info, Extra Info, Accessories, Vendor Info, Product
Image, Attachments, and Movement History

— - - R— -
e S — S
- — -

@ New Product — —
J ® Product Info | @ Extra Info | @ Accessories | a Vendor Info | =] Product Image | ‘ Attachments | 9 Movement History
General Location
Product Unigque ID: 00000000 -0000-0000-0000-000000000000 Location: ‘ ¢ x
Product Name: .
roduct Name: | No location -
Category: [Equipment - X
Serial Number:
Status: Mormal -
Productowner:  Ocampo, Krystel . KOCAMPO Y
Description:
Notes: -
Bar Code
IS Type or use a barcode scanner
@
Is Loaned?
[Barcode will be assigned automatically]
= Save + Clone Product v Save x Cancel

ClockWork Training Guide & Manual
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Product Info

® Nenbrocux wuiil DR, e W = =)

® roductinfo | B Exvalinfo | @ Accessores | @ Vendor Info | sl Product image | W Attachments | @ Movement Hstary |
Lt

| General

Product Unique BD: 000000000000 -0000-0000 -H0000CI00000 R m

Product Mame: | No location "
Category: The path -
of the product. - o Caiegony: [Equipment * X

Location: In case, you're
T "
serHumber know uhaere fo b;kﬁrdl
q)prn;:"ﬂe lemlfl':'n — Status Hormal -
the product-status drop

down list. Productowner:  Ocampo, Krystel . KOCAMPO =]
Description:
Hotes: )
Bar Code: VWhen you're adding a
— rroduct, a barcode is mandatory. You
can scan it, or assign a barcode by
Type or use a barcode scanner ;:tm“‘:ﬂm%“ “‘“’:ES‘T
Group: Y] IEIE letiers and the Produet 1D
Is Loaned? If s boaned 10 8 by, | | 1+ Loaned? The system will automatically
str::ekﬂt. ﬁ: bo:: will have a [Barcode will be assigned awlomatically] assign it for you
c mark in
Print: You can also print

this barcode to put on your
equipment by selecting the
button on the right

Save: Click the "Save’ butlon at cl
the bottom to create the product
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Product Status

(% ClackWaork ADMIN =

File Tools Usersandresources Appointments Courses  Dataforms  Security  Miscellaneous  Software updates  Inventory  Settings  Help

e From the Product Info in

Categories I nven tO ry
the New Product screen, Users and resources
’ Appointments —, Catalogs
there S a Status drop down CEEFSES é } Display all catalogs in the system. Allow create/modified/delete catalogs.
menu. Data forms
Security P.roduct status list . .
Miscellaneous Display product status list. Allow create/modified product status.

e This menu can be Change Software updates

i . Returning loan status list
by gOIng ClOCkWOfk Setting @ Display returning loaned product status list. Allow create/modified returning loaned product status.
Admin > Inventory >

Product Status List
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Extra Info

(@ NewProduer |90 0 T R s o it

® ProductInfo | @ Extralnfo | %@ Accessories | & Vendor Info | (&) ProductImage | %y Attachments k

Wieight

Height

Length

[ |Handle with care

= Save + Clone Product v Save x{ian{:el

e \When you assign a form to a category, an Extra Info tab will appear between the Product Info
and Accessories

e To assign a form, refer back to page 11
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Accessories

& MNew Product

= | B | |

¥ Product Info

% Extra Info

e Accessories

d}ﬁ'\dd accessory x Remove accessory

& Vendor Info

| Product Image

% Attachments

t Maovement History

e e e
Mouse  Keyboard Ethernet

Save + Clone Product v Save x{iancel

e A product may have accessories that you want to keep track of.

e For instance, a computer has a keyboard and a mouse. Instead of adding a new product for the
keyboard and the mouse, you can add them as an accessories to a product.

ClockWork Training Guide & Manual
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Vendor Info

& MNew Product — —T— - [ = | 5 31
% Product Info | % Extra Info | %@ Accessories 3 Vendor Info | &) Product Image ‘. Attachments t Movement History
Vendor Name:

Purchase Date: select a date -
Purchase Amount: § 0.00 e

*

Wamanty Expiration: | zclect a date

Purchase notes:

.
Save + Clone Product v Save xﬂan{:el

e This section is for the product’s price, warranty expiration date, and where and when it was
bought.

¢ Anything related to the vendor
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Product Image

— — B
@ New Product - L= | B ]
| ® Product Info | B Extra Info | @ Accessories | a Wendor Info | =] Product Image | %Al:tadﬁments | t Maovement History |
& O (@ (2 | FITPAGE e | WEHO P
To rotate the image
To move your image around To delete the image
To focus on the IMage — Tosave th? Image
. To add animage
To Zoom-in and se—
Zoom-out . .
the image To select next or previous image
|‘£| Change Picture
To change the view of the page |8 Remove Picture
Save + Clone Product V Save x Cancel
. —
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Attachments

Eﬂ Add attachment(s)

i@ Remove attachment | g Download attachment | 8 Refresh

= ~,
% MNew Product — — E@g
& Product Info | % Extra Info | % Accessories 3 Vendor Info | (5] Product Image % Attachments % Movement History

(3).pdf

B b

100507004.... Al Text Form Common.Ul... mvda_2013....

-
Save + Clone Product v Save x{:an{:el

¢ An attachment can be a manual, technical documents, or a license key.

e You can attach as many documents as you want, in any format.

ClockWork Training Guide & Manual
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Movement History

-

€ Update Product & -

B B O -5 w

= | |

Search by reason: l:]

None
Product Deleted

Product Created

% ProductInfo | 8 ExtraInfo | %@ Accessories g Vendor Info | &) Product Image % Attachments % Maowement History

up by this column.

4 (11
Total rows: 3

Product Name ’i i Location
Contains: K Eg;ﬂgdml'::gd ' Contains:

|I> |Laptop ’:‘" Ui Campus="Traders’ .Building="TechnoPro HQ" ,RoomMNumb
Laptop EQUI1T Equipment Campus="170" Building="Traders Blvd' RoomMumber="2"
Laptop EQU1T Equipment Campus="Trafalgar ,Building="C-Wing’ .RoomNumber="30

Save + Clone Product vSa\m xCancel
-

¢ A movement history can be viewed in two ways:

o It's when you create/update a product. See photo on top.

o Or by clicking the Movement History button on the Products’ ribbon bar.

e You can see the change of your product by the date the product was created, deleted, location
changed, properties changes, when it was returned, and when it was loaned.

ClockWork Training Guide & Manual
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Edit Product
@

Home Calendar Extra Products Loans Reservations Reports

B w B2 € & 6 b4

New Product j§ Edit Product jj Delete Fand product Search for Product Products by Movement Close
Product ' bybarcode  product List Category History

Actions Views Options

% NmPrﬂ-du.ct .
® Edit product | There are two ways to edit a product:

B Delete product(s)
8  Make a copy of the product

e You can use the button on top of the screen

ls#  Grouping products together

Ungroup products e Or you can right-click on the product in the Product List screen.

t Mew products loan )
e Select Edit Product

9 Mew products reservation

&) View loans/reservations calendar

Export to Excel
/- Exportto Pdf
¥ Show Products sheet

@ Show/Hide columns
Add/Rermnove Formattings
@ Refrezh
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Delete Product

Y T re—

Home Calendar Extra Pr

e (2| m

New Product Edit Product] Delete
Product | by barcode

Actions

Mew Product
Edit product
Delete product(s)

X ]

Make a copy of the product

z}

Grouping products together
Ungroup products

Mew products loan
Mew products reservation

View loans/reservations calendar

Export to Excel
Export to Pdf
Show Products sheet

Show/Hide columns
Add/Remove Formattings
Refrezh

@08 7KK C@¥ '

ClockWork Training Guide & Manual

oducts Loans Reservations Reports

2 €8 e X

Find product Search for Product Products by Movement Close

product List Category History
Views Options

There are two ways to delete a product.

e You can use the button on top of the screen

e Or you can right-click on the product in the Product List screen.

e Select Delete Product
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Find product by barcode

e To find a product by barcode,
there’s a button in the "
Products’ ribbon bar that says

‘Find product by barcode’ % e ’ ‘3"'"""“ & % @ @ X

New Product EditProduct Delete Find product § Search for Product Products by Movement Close

Home Calendar Extra Products Loans Reservations Reports

. Product J| by barcode J product List Category History
e You can simply search a Actions Views Options
product by typing in the
barcode number |||_|_|_I| Find a preduct by barcode l = | = g1

e Or you scan the barcode to find the product in
the inventory

e The product information screen will appear
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Search for product

e To search for a product, there's O - g_

a b Utto nin th e P ro d u Ct ri b bO n Home Calendar Extra Products Loans Reservations Reports

bar that says ‘Search for
, ’ [ %
product e @ g l & @ 6 x
New Product Edit Product Delete Flnd product §Search for Product Products by Movement Close
Product ' bybarcode J product List Category History
Actions Views Options
e You can type in anything related to that — — <
product = Find a product l = g
Find a product: | |;|
e Such as Name, Serial Number, Category,
Location or by Vendor & Openproduct $€ Close
" o

e The product information screen will appear
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Product List
B 8 U e Gl

Home Calendar Extra Products Loans Reservations Reports

e ep uw o[l e x

Mew Product EditProduct Delete | Find product Search for Product JProducts by | Maovement Close
Product ' bybarcode  product List Category History

Actions Views Options
Search: E D & Books
Drag a column here to group by this column.
Product 1d % MName % Serial Number ¥ Bar Code ¥ Loaned ¥ Status ¥ | Category ¥ Vendor Location % | Group ¥ Incharge person ¥ Accessories ¥
v g w W m v v g W g W v v
92 Math 12345 BOO92 o Normal Books TechnoPro  Campus="170" Building="Traders Blvd' ,RoomNumber="2" Seat="5" TechnoPro KRYSTEL OCAMPO
&1 93 Biology 1234523 BO0O93 0o Normal Books TechnoPro  Campus="170" Building="Traders Blvd' ,RoomNumber="2" Seat="%" TechnoPro KRYSTEL OCAMPO

e The Product List will give you all the products that you currently have in your inventory.
e [t will display the products by Catalogs

e You can filter this list by Product ID, Name, Serial Number, Bar Code, Loaned, Status, Category,
Vendor, Location, Group, In charge person, and by Accessories.

e You can double-click on a product to view their information
¢ You can also right-click and make changes in your inventory in the Product List

e Such as, to create a new product, edit a product, delete a product, make a copy of the product,
group the products, make a loan or a reservation, export to excel or pdf, and to show products
sheet
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Products by Category
&

Home Calendar Extra Products Loans Reservations Reports

e eoepe m e glale x

Mew Product Edit Product  Delete | Find product Search for Productl Products by

Movement Close
Product ' bybarcode  product List Category History
Actions VIEWS Options
Search: [+]® &8ocis | @ @Books by category
Category Drag a column here to group by this column.
& Books Product Id W Unique Id S Mame % Seral Number % | Bar Code % Loaned % Status % | Category
W i i i i =3 v o
|[> |—92|4Eae3f99—59554db4—9b59—0f2bcb819[][]2 Math 12345 BO0O92 O MNormal Books
93 d53ececc-9bb1-476a-9c49-d7ae55155b12  Biology 1234523 BOO93 ] Narmal Books

e The Products by Category opens another tab to segregate products by categories and sub-
categories.

e You can filter this list by Product ID, Name, Serial Number, Bar Code, Loaned, Status, Category,
Vendor, Location, Group, In charge person, and by Accessories.

e You can double-click on a product to view their information
e You can also right-click and make changes in your inventory in the Product List

e Such as, to create a new product, edit a product, delete a product, make a copy of the product,
group the products, make a loan or a reservation, export to excel or pdf, and to show products
sheet
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Movement History

Update Product E=EERTSC
i TR N BN B BN W
E Product Info g Accessories a VendorInfo || Product Image %Attachmeni: | t Movement History =
Search by reason: Location Changed -

Drag a column here to group by this column.

Product Name % BarCode % SerialNumber % CategoryMame W Location % In charge person ¥ Group Name %
T T T T T T T
\b|Biology  |BoOS5 12345 Books Textbooks Science KRYSTEL OCAMPO
! Biology BOODS5 12345 Books Textbooks Science Campus="170" Building="Traders Bivd" ,RoomMNumber="2" Seat="5" KRYSTEL OCAMPO |
Biology BOO85 12345 Books. Textbooks.Science KRYSTEL OCAMPO  Staff2
4 i »
Total rows: 3

Save + Clone Product vSave xCancel

A Movement History is a process that displays all the events and changes of the product including
the location or status; it is an important feature because it enables you to keep track of the location
and condition of your product in case if it's lost or damaged.
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Export to Excel

@

P vy

Mew Product
Edit product
Delete product(s)

Make a copy of the product

Grouping products together
Ungroup products

Mew products loan

Mew products reservation

View loans/reservations calendar

Export to Excel

@Oa ¢k

Export to Pdf
Show Products sheet

Show/Hide columns
Add/Remove Formattings

Refresh

ClockWork Training Guide & Manual

e You can export the entire Product List to Excel by

selecting the Export to Excel when you right click

Excel format

e This will give you all the fields in the Product List, in an
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Export to PDF

@  NewProduct e You can export the entire Product List to PDF by

®  Edit product selecting the Export to PDF when you right click

B  Delete product(s)

@  Makes copy of the product e This will give you all the fields in the Product List, in a PDF
#  Grouping products together forma‘[

Ungroup products

Mew products loan
Mew products reservation

View loans/reservations calendar

Export to Pdf
Show Products sheet

Show/Hide columns

®
P
<
Export to Excel
B
@D

== Add/Remove Formattings
.@' Refresh
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Show Products Report

¢ In the Product List, right-click and select
Show Product Report to view this report on
the right.

e This report will give you a summary of the
product you've selected.

¢ [tincludes the product information and the
product’s image.

ClockWork Training Guide & Manual

'_) |
=] ‘|| n I/’ "r‘pJ \ .q ST
FroQ/Ucl @J NEE
Product
| BOOSS

Crwner: KRYSTEL OCAMPC

Descriplion

Motes

Main properties

= o _ o L o
Unigue Id 34c55400-55c0-4335-Eef7-T44dT Bddbad

5 5 30k
CU'E'QDI'Y BooksTextoooks icience

Barcode Eaizis

Serial Number [

Status Hoe
T staffz
Locafion

Is loaned I
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Add/Remove Formatting

) In the PrOdUCt ®  New Product Conditional Farmatting Rules Manager - B8 X :
LISt, yOU Can a Edltpmdu':t Rules Rule applies on: E
H T Delete product(s) F
hlghllght a ? Mak . fh 4 Add new rule| | Remove selected rule| T
ake a copy of the product
COIumn or a G . fucts togeth STl Rule Properties
rouping products together Out af servi
rOW by thelr ; u pnap duct ’ preemcs Rule name: IsLoaned
value. & Ungroup procucts Format only cells with
®  MNew products lean Cell value: equals to [Valuel] =
° Let;s Say |f the ) Mew products reservation Value 1: True
. &@  View loans/reservations calendar Value %
product is '
Export to Excel
Ioaned, the row = TextAlignment MiddleLeft -
color will be £ Exportio Pdl RowTextAlignment  Middleleft
. %  Show Products sheet CaseSensitive False E
pink because | — Enabled True I
aSS|gned the M) Show/Hide columns RowForeColor ]
|@ Add/Remove Formattings RowBackColor [ ] 255 221, 238
ROWForeCOIOr @ Refresh rallEaraialar e S
tO be |nk res TextAlignment
p ' Enter the alignment to be used for the cell values

Apply this rule to entire row
Apply this rule on selected rowle

Ok | | Cancel |
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RESERVATIONS
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Create a Reservation

-\ [ Inventory
L
Home Calendar Extra Products Loans Reservations Reports
& & & ) @ X
Mew Reservation | Edit Reservation Cancel Loans and Reservations = Show Loans/Reservations = Reservations Close
Reservation by Person calendar
Actions Views Optio...

Sometimes, a student is not ready to borrow an item yet or the item
might not be available at the time. This student needs to make a
reservation.

Mew Product
Edit product
Delete product(s)

R

Make a copy of the product
e To add a reservation, right-click the product and select New

Products Reservation

¥
o

Grouping products together

Ungroup products

Mew products loan

e Or use the button on top of the screen.

@08 ¢ TE ¢ @@

Mew products reservation

Wiew loans/reservations calendar

Export to Excel
Export to Pdf
Show Products sheet

Show/Hide columns
Add/Rermove Formattings

Refresh
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Edit a Reservation

A ety N

Home Calendar Extra Products Loans Reservations Reports

@

Cancel Loans and Reservations
Reservation by Person

New Reservation | Edit Reservation

Actions

T————
1)) Edit products reservation

Reservation made by KRYSTEL OCAMPO onAprﬁ 11, 2013 ‘

Comma-separated list of notification emails:

From: April 11, 2013 M
To: | April 12, 2013 -
Be notified
Reserved for: |OCAMPO, KRYSTEL . KRYSTEL u

Notes:

3 a (BO094) -
Unique Id: b259a4eb-0b1f-4dac/-8722-8bfc3aa22af3

Name: a

Serial number:

Barcode: BO0O94

Is Loaned: False

Status: Normal

Category: Books

In charge person: KRYSTEL OCAMPQO

v Save x Close

——— =)

ClockWork Training Guide & Manual

m e X

Show Loans/Reservations | Reservations Close
calendar
Views Options

e You can edit a loan by using the button on top of the

screen.

e A screen with summary information will then appear.

e Everything is editable except for the product
information and who it’s reserved for.
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Show Reservations

Inyzntury Inventory reservations - ClockWork

o Home Calendar Extra Products Loans Reservations Reports

® @B 2 ™ |®|x

Mew Reservation Edit Reservation Cancel Loans and Reservations | Show Loans/Reservations | Reservations Close
Reservation by Person calendar
Search: IZ| 0 iMe  © L2 Books by category 0 [ Inventory reservations
mon March 4 - fri October 4
@M @ Go to: This week | Next week | Two weeks | This month | This term | Today | Tomorrow | Choose dates
Crag a column here to group by this column.
Product Id ¥ | Product name v Product senal number ¥ Product barcode Start date v End date Y| Reservation Notes v Reserved to W Reserved by staff ¥ Product category ¥ Catalog ¥
W W W W W W W W W W W

||> |94 |a BOO94 Apr 11, 2013 . 12:00 AM  Apr 12, 2013 . 12:00 AM KRYSTEL OQCAMPO KRYSTEL OCAMPO Books Books

94 a BOO94 Apr12, 2013 . 12:00 AM  Apr 13, 2013 . 12:00 AM KRYSTEL OCAMPO KRYSTEL OCAMPO Books Books

e Reservations gives you the list of all the products that are currently reserved from all Catalogs.

e You can filter this list by Product ID, Product name, Product serial number, Product barcode,
start date, end date, reservation notes, reservation to, reserved by staff, Product category, and
which Catalog it belongs to.

e You can double-click on a product to edit

e You can also double-click to view the information on the reserved product
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®- e Tyt
Home Calendar Extra Products
W % W
Mew Reservation Edit Reservation Cancel
Reservation

Actions

Loans

&

Loans and Reservations |

by Person

Reservations

Reports

@

Show Loans /Reservations

Reservations

calendar

Views

Options

® X

Close

Search:

{ x] Me (€3 &F Books by category (€3 (G Inventory resevations | € (G Inventory reserv.
| |

ODE

5 g
[ 94 a

i

mon March 4 - fri October 4

Product Id ¥ Product name % Product senal number ¥ Product barcode %7

Start date 5
W kg

|EIOOS4 I

ClockWork Training Guide & Manual

@

mae vE © e e

Open Reservation
Make Laan
Mark as completed

Cancel Reservation
Export to Excel
Export to Pdf

Refresh
Show/Hide columns

Add/Remove Formattings

D
Er

Anrd1 92017 12:00 &M Anr 1220

o If you right-
click, you can loan a reserved product

e Youcan also
mark a reserved product as completed

Let’s say the reservation date is done and
there’s still no available product to be loaned,
you would want to mark a reservation as
completed.
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Cancel a Reservation

1 e Invento
: \;\\ 3 ry
v Home Calendar Extra Products Loans Reservations Reports
¥ W | @ & Ko ¥ X
Mew Reservation  Edit Reservation Cancel Loans and Reservations © Show Loans/Reservations  Reservations Close
Reservation by Person calendar
Actions Views Optio...
You have two options to cancel a reservation... 1@ Open Reservation :
&) MakeLloan
e First, select the product that you want to cancel P Mark as completed
|£j Cancel Reservation
e Then use the button at the top ] Export to Excel
A= Export to Pdf
¢ Or right-click and select Cancel Reservation & Refresh
M show/Hide columns
E] Add/Remove Formattings
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Loans and Reservations by Person

' Inventory — —

e Loans and

o

O

Reservations by

Home Calendar

Person, let’s you . @ @ -~ 2’
search for a loan or | @

Cancel Loans and Reservations
Reservation by Person

New Reservation Edit Reservation

a reservation by the
person’s first name Actions
or last name.

e So let’s say that | typed in my name, I'm

only going to see my loaned products
and my reservations.

ClockWork Training Guide & Manual

Extra Products Loans Reservations

Show Loans/Reservations

¥ X

Close

Options

-~

2. Find loans/reservations by person

Find a person:

v Save x Close

=]
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Show Loans/Reservations calendar

>\
\__/ Home Calendar Extra Products Loans Reservations Reports
ST 1 (=14 ¥ (il
) (12
) |
New Reservation Edit Reservation Cancel Loans and Reservations | fShow Loans/Reservationsf]| Reservations Close
Reservation by Person calendar
Scarch [=]© Bme © & Books by category © (B calendar | @ ['§ LoansiReservations calendar
@ ® W mon Apl’l| 1-tue Apl’l| 30 Active loans Reservations Returne: d loans
G | Go to: This week | Next week | This month | Today | Tomorrow
Honday Tuesday Wednesday Thursday

apri-o1

0
®
&

nnnnnnnn

aaaaaaaa

This is the graphical calendar view.

e |t can be viewed by weeks or months.
e The product name is on the side, the dates on top, and the length of time an item is borrowed as
bars.

e To change the date, you can adjust the bars.
e The blue bar is for your active reservations.
e Select multiple products to see more than one product in the Loans/Reservation Calendar
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Export to Excel

Open Reservation e You can export the entire Reservations list to an Excel by selecting the
Make Loan Export to Excel when you right click

Mark as completed

L

Cancel Reservation

e This will give you all the fields in the Reservations, in an Excel format

baa vk

Export to Excel |
Export to Pdf

Refresh

Show/Hide columns

Add/Remove Formattings
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Export to PDF

Open Reservation e You can export the entire Reservations list to a PDF by selecting the
Make Loan Export to PDF when you right click

Mark as completed

w

Cancel Reservation

e This will give you all the fields in the Reservations, in an PDF format
Export to Excel

Export to Pdf

Refresh

Show,/Hide columns

TECYE

Add/Remove Formattings
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Add/Remove Formatting

e Inthe
Reservations, you
can highlight a 2
column or a row by
their value.

Open Reservation
Make Loan
Mark as completed

Cancel Reservation

Export to Excel
Export to Pdf

Refrezh

Show/Hide columns

product reservation

e Let's sayif the @
D
=3

Add/Remove Formattings

is overdue, the row

color will be pink because | assigned the

RowForeColor to be pink.

ClockWork Training Guide & Manual

Conditional Formatting Rules Manager

Rules

Add new rule| | Remaove selected rule

IsReservationCverDue
IsReservationDueToday

Rule applies on:

Reservation overdue (IsReservationOverDue]

Rule Properties

Rule name: IsReservationOverDue

Format only cells with

Cell value: equals to [Valuel]

Walue 1: True

Value 2
TextAlignment Middleleft
RowTextAlignment  Middleleft
CaseSensitive False
Enabled True
RowForeColor |:|
RowBackCalor [] 255, 221, 238
CallEnrarnlor | T

TextAlignment

*

m

Enter the alignment to be used for the cell values

Apply this rule to entire row
Apply this rule on selected rows

OK | | Cancel |
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LOANS
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Create a Loan

\;,\_ e Y ¥  NewProduct
v _ ® Edit product
HI:II'.IiIE Ca-lendar L Extra Products Loans Reservations Reports a Delete product(s)
g‘ \:’Ei Lf@ % 'I% I x & Make a copy of the product
Mew Loan | EditLoan Return = Active  Loans and Reservations = Show Loans/Reservations = Close #  Grouping products together
Loan Loans by Person calendar ] ]
Ungroup products
Actions Views Optio...
|% Mew products loan
) Mew products reservation
There are two ways to make a loan. @ View loansfreservations calendar
E Export to Excel
e You can use the button on top of the screen | Exportto Pdf
®  Show Products cheet
e Or you can right-click on a product in the Product List Show/Hide columns
screen. ] Add/Remove Formattings
@ Refresh

o Select New Products Loan
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@ New products loan =
Loan made by KRYSTEL OCAMFO on April 11, 2013

Due date:  April 25, 2013

Loaned to: The person - pn
the product is loaned to ™—T—-oaned to: OCAMPO, KRYSTEL . KRYSTEL [=] g:ltll‘dﬁ:;:
o | Room number:
1 Seat:
1 Notes:

Double-booked: VWhen an tem is
double booked, the system wams
you. Clicked on the "View double-

List of loaned products
W Add products @ Add products in same group | | Remove products

Drag a column here 1o group by this column.
Double-booked info Mame W Group ¥ Accessones ¥ Senal Number ¥ Bar Code ¥ Status W Category ¥ Location ¥ L

booked™ to display the message.
When its greyed out, like in this
image, t means that there's no
double-booked message available.

v ¥ |Cont ¥ Cont ¥ |Contains: ¥ Cont... ¥ Contains: ¥ v
o a BO0S4  Nomal  Books
4

Total rows: 1

v Create a Loan x Close
=

ClockWork Training Guide & Manual

EE_ Location: To add

the location of the
product

To keep track of
the condition of
your preduct, vou
may want to add
the status of the
product to its
current state.

Status: To change
the status of the
product, double-
clicked on status
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Edit Loan O

. . Home Calendar xtra Products Loans Reservations Reports
e You can edit a loan by using the .o

- L. 'f, ‘
button on top of the screen. tﬂ @ & [dé 2’ ' @ X
New Loanll Edit Loan ] Return Active | Loans and Reservations | Show Loans/Reservations Close
) Loan Loans by Person calendar
e A screen with summary Actions , Views Options |

information will then appear.

% Inventory editfoan 0 % PR S—— TR S T {ui=

Loan made by KRYSTEL OCAMPO on April 10, 2013

Due date:  April 24, 2013 - Location: ¥ FlRk
Loaned to: OCAMPO, KRYSTEL . KRYSTEL |~] d Nolocation =
Notes:

= Math (BO092) -
Unique Id: 46ae3f09-5e55-4db4-9b69-0f2bch 819002

Name: Math

Serial number: 12345

Barcode: BO092

Is Loaned: True

Status: Mormal

Category: Books

In charge person: KRYSTEL OCAMPO

v Save x Close
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Return a Loan

_.\ i Inventory

-u Haome Calendar Extra Products Loans Reservations Reports

D 99 & A X

Mew Loan Edit Loan | Return [ Active  Loans and Reservations = Show Loans/Reservations Close
Loan Loans by Person calendar

Actions Views Optio...

e Or you can right-click on the product in the Active Loans screen.

Show/Hide columns

:j Open loan
There are two ways to return a loan. ) Return loans
Export to Excel
e You can use the button on top of the screen B Expotio bee
A~ Export to Pdf
@2 Refresh
D
=

Add/Remove Formattings

o Select Return Loans
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BRamion R
This form allows using barcode scanner to return loaned products
List of loans List of loans being returned
Drag a column here to group by this column. Drag a column here to group by this column.
‘ Product name ?‘ Product BarCode ?‘ Loan due date ?‘ Product ‘ Product name ?| Product BarCode ?‘ Loan due date
Contains ¥ Contains ¥ Equals Y Contains Contains ¥ Contains % Equals
Math BOOg2 Apr24, 2013 . 12:00 A
Products that has been »
removed from the loans
being returned
List of loaned
products that are
being returned
To add the product back
in the list to be returned.
4 [ » 4 i »
Select the Return @ Remove selected loans from list @ Rermove all loans from list To move a loaned
Loans to return the i I product back to the
product l list of loans and
v Return loans x Close remove it from list of
loans being returned,
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Loan Status

1% ClockWork ADMIN —

[ J
TO Change the menu File Tools Usersand resources  Appointments Courses  Dataforms  Security  Miscellaneous  Software updates  Inventory  Settings  Help
for the loan status, go | cageries

Inventory
to ClockWork Admin > Users and resources
Appoint t Catalogs
Inventory > Loan CFC:E:;“;:en ° @ Display all catalogs in the system. Allow create/modified/delete catalogs.
Status List Data forms

Security Product status list
Miscellaneous Q Display product status list. Allow create/modified product status.

Software updates

. 3i Returning loan status list

- Display returning loaned product status list Allow create/maodified returning loaned product status.
Settings play 0 p g p

e See page 48 and 53
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&) Return Loans

e ———— - e ————————
List of loans being returned

List of loans

_—_ —— =

This form allows using barcode scanner to return loaned products

II Drag a column here to group by this column. Drag a column Here to group by thif column.
Product name % Product BarCode % Loan due date ¥ Product Product name % Product BarCode % Loan due date “f Return status °v fProduct Accessories ¢ Loan notes ¥ Retumed notes %
% Contains % Equals % Contains Co % Contains: % Equals S Equals % [ontains % Contains: ¥ Contains i
B Math BOO92 Apr 24, 2013 . 12:00 AMJ|Narmal
4 1l »

v Return loans x Close

@ Remaove selected loans from list @ Remave all loans from list

Retuming product info
Staff accepting loan return: KRYSTEL OCAMPO

Returned date: April 10, 2013

2 Loaned product:

Productid: 92 b
Mame: Malf

Serial number: 12345

Barcode: BOOG2

Loan date: April 10, 2013
Due date: April 24, 2013 -

g
|

| as a heading

e To change the return loan status, double click on the
loaned product that is being returned

e You should get a form with Edit Inventory Returned Loan

' e Edit the loan status from here

o save Jf close

ClockWork Training Guide & Manual
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Active Loans

O 7 s T

e Calendar Extra Products Loans Reservations Reports

I - <
%09 @ m X
New Loan EditLoan Return Loans and Reservations ‘ Show Loans/Reservations Close
Loan by Person calendar
Actions Views Options

e Active Loans gives you the list of all the products that are currently loaned from all the catalogs.

e You can double-click on a product to view their information

4' v ! —

Hom Calendar Extra Products L Reserval tions Reports @D -

D99 9 & e X
Mew L EditL Retu Active | Loans and Reservations | Show Loans/Reserva tions Close
Lo Loans by Person calendar

Actions View: Options

Search |z| & Eve O 3 Books by category | €3 % Inventory adiveloans | € (% Inventory active loans
Drag a column here to group by this column

Product Id ¥ | Product name ¥ Product serial number ¥ Product barcode ¥ | Loaned date ¥ | Due date ¥ Loan notes ¥ Loanedto % Loan made from staff ¥ Loan location ¥ | Loan overdue ¥ Product category ¥ Catalog ¥ Product Accessories ¥
N g g = W N g g
Apr 25, 2013 KRYSTEL OCAMPO KRYSTEL OCAMPO ]

W 5 W W N W 5

‘Dlgzl |a BOO094 Apr 11, 2013

Books Books

e You can filter this list by Product ID, Unique ID, Name, Serial Number, Bar Code, Loaned,
Status, Category, Vendor, Location, Purchase date, Purchase amount, warranty expiration date,
Purchase Information, Location, Location date, Group, In charge person, and by Accessories.
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Loans and Reservations by Person

Home Calendar Extra Products Loans Reservations Reports

2009 @ & A X

Loans and Reservations l Show Loans/Reservations Close

New Loan EditLoan Return Active
Loan Loans by Person calendar
Actions VIEWS Options
[ & Find loans/reservations by person = B R ) e Loans and Reservations by Person, let’s
you search for a loan or a reservation by the
Find a person: =] person’s first name or last name.
o save x Close e So let’s say that | typed in my name, I'm

P
L.

only going to see my loaned products and my

reservations.

o It will filter the list of loans and reservations by name
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Show Loans/Reservations calendar
o) W e

\

Home Calendar Extra Products Loans Reservations Reports
e (= W2 L ’ )
) @ 9 @ 12
-~
New Loan EditLoan Return Active | Loans and Reservations [ Show Loans/Reservations Close
Loan Loans by Person calendar
Options
[+] © Eiue | © @ Books by categary © (B calendr | €@ [ LoansiReservations calendar
Qi ® | [mon Aprll 1 TUE‘ Aprll 30 Active loans | Resorvations """ Returned loans
This month | Today | Tomarrow
Tuesday ‘Wednesday Thursday Friday Sat/Sun -
01 a s G

@
e
»
z

nnnnnnnn

mmmmmmmm

This is the graphical calendar view.

e [t can be viewed by weeks or months.

e The product name is on the side, the dates on top, and the length of time an item is borrowed as
bars.

e To change the date, you can adjust the bars.

e The red bar is for your active loans.
e Select multiple products to see more than one product in the Loans/Reservation Calendar
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Export to Excel

Open loan e You can export the entire Active Loan list by selecting the Export to
Return loans Excel when you right click
Export to Excel |

Export to Pdf e This will give you all the fields in the Active Loans, in an Excel format
Refrezh

D8& E

Show/Hide columns

Add/Remove Formattings
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Export to PDF

Open loan e You can export the entire Active Loan list by selecting the Export to
Return loans PDF when you right click
Export to Excel

Export to Pdf | e This will give you all the fields in the Active Loans, in an PDF format
Refresh

n.? E

Show/Hide columns

@ e a

Add/Remove Formattings
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Add/Remove Formatting

e |n the Active
Loans, you can
highlight a
column or a row
by their value.

o Let's sayif the
product is loan is

Open loan

Return loans

Export to Excel
Export to Pdf

Refresh

Show/Hide columns

8 e v K

Add/Rernove Formattings

overdue, the row color will be pink
because | assigned the RowForeColor to

be pink.
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Conditional Formatting Rules Manager

Rules

Add new rule| | Remove selected rule

IsloanCwverDueDate
IsLoanDueDateToday

Rule applies on:

Loan overdue {IsLoanOverDueDate)

Rule Properties

Rule name: IsLoanOverDueDate

Format only cells with

Cell value: equals to [Valuel]

Value 1: True

Value 2:
TextAlignment MiddlelLeft
RowTextAlignment  Middleleft
CaseSensitive False
Enabled True
RowForeColor |:|
RowBackCalar [ ] 255, 221, 238
FallEnrafalar o

TextAlignment

Enter the alignment to be used for the cell values

Apply this rule to entire row
Apply this rule on selected rows

oK | | Cancel |

m
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REPORTS
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Inyyzntury

Home Calendar Extra Products Loans Reservations Reports

rom , - = |
=] = = g5 Please select a report to run... El_lg
= £ § Ew @ X

Loaned Product Products Productsby Runa Export work:ng Close Drag a column here to group by this column.
products warranties age location report catalog scheme Title o

Custom report list Options

W

I |Luaned products

Product warranties

¢ In Reports, automatically they would be four reports that will be
displayed on the ribbon bar this is for easy access for the most
used reports

Products age
Products by location
Products by status
Products with loan frequency
e There’s also a button called Run a report to run the remaining Upcoming reservations
hidden reports. Upcoming reservations - Email Reminder

v Select x Close
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OTHER FEATURES
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Drag and Re-size

@ v o | TestsgdBxams)) | Inventory:
Home: Calendar Extra Exams Products Loans

" = Loans/Reservations calendar - ClockWork = .

Reservations Reports

A - & X
e ep N ® 4 @ X
New Product EditProduct Delete l Find product Search for Product Products by ‘ Movement Close
Product ' bybarcode  product List Category History
Actions Views Options
Search: |z| © EIme | O & Equipment by category | RExams (% Activeloans | © 8 Loans/Reservations calendar
@ $ ~N mon _June 24 - tue_ JUIy 23 Active loans Reservations Returned loans
R, Go to: This week | Next week | This month | Today | Tomorrow
| Monday | Tuesday Wednesday Friday [ SatiSun -
June-24 } 25 2% 27 28 29
30
July-01 2 3 4 5 6
I Active loan
7
Active loan
8 9 10 11 12 13
ive loan D
8 Active = I
=3
g
(0 14
=

e You can change the date by dragging the end of the bar and moving it to re-size the length.
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Copy of the Product ‘ Total rows: 0 @  New Product
) ) ® Editproduct
* .InStead Of typmg Ir-] the : Save + Clone Product B Delete product(s)
information for a similar '8  Makea copy of the product
prOdUCt,. yOU can COpy or . *  Grouping products together
clone this product in the Product List Ungroup products
®  New products loan
There are two ways in cloning a product: @  New products reservation
&3 View loans/reservations calendar
e In the Product List, you can right-click on a selected product Export to Excel
/= Exportto Pdf
o Select Make a copy of the product @  Show Products sheet
Show/Hide columns
¢ Or when you open the product, there’s a Save + Clone Product B Add/Remove Formattings
button @' Refresh
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Batch Email

= [E] Export to Excel ] Close allbutactive = ClockWork Report (ClockWorkNewUPDATE) = PY Th ere are tWO em ai I S th at

l Home Export / Import Advanced ]
dexcatrmrtes | T R et sent out to students:
> O 2o~ @ A@@ 8 E :

[-§ Choose Columns {eF Remove Rows
Run Report Expand / Crossreference Counts Count Batch  Unique Move Rows

Collapse | i) Close all but active Rows Emails Students (5 Sort to New Tab

e | | o Reminder email
when a loan is overdue

Reports |1d | a
> (#J Accommodations
> (2] Tests and Exams
> (] Service providers

v i+ Inventory and Loans
@ Overdue loans -E... [11]
@ Upcoming reservat... [10

@ Loaned products [5024...

3

o Reminder email
when for an upcoming product
reservation

@ Overdue loans [5024...

@ Product warrantes  [5024... |~

@ Products age [5024... 1 : . -

@ Products by location  [5024... : Nelcome to ClockWork Reporter! Double-Click a report from the list of reporis to start.

@ Products by status [5024...
@ Products with loan ... [5024...
@ Studentloan history  [5024...
@ Student with atlea... [5024...
@ Students with loan... [5025...
@ Students with over... [5025...
@® Upcoming reservat... [5025...

> ] Courses

(2] Workshops and Events
> (2] Automatic reminder e... -

Filter:

‘@ Connected to ClockWork Server (¥) ClockWorkNewUPDATE .:
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Export working catalog scheme

@ o | — — Inventory.
Home

Calendar Extra Products

Loans Reservations Reports

[
|
E

Loaned Product Products Productsby Runa
products warranties age

Export working
location report catalog scheme

Custom report list

Search: B O Bme { & & Equipment by category

Options

e After creating the structure of your Catalogs, you can export this and save it on your computer.

e You can upload this later when you want to create another Catalog

e See page 7
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