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The Basics

Overview

The BACKTRACK
Databases

BACKTRACK asset and inventory tracking software combines a
series of databases, an advanced label designer, and a flexible
report generator into the only solution you'll need to keep
track of all your items or inventory. It provides an easy way to
account for the usage and location of items and inventory
through functions such as time and date stamping,
reservations, customized reports, and bar coded labels.

BACKTRACK uses five different databases to track the exact
location, movement and usage of your items or inventory:

e User Database: Contains records for all authorized users
of the program

e Location Database: Stores information on all of the loca-
tions in which items can be stored

o Item Database: A database that you build and customize
for each of your tracking applications

* Relationship Database: Used internally by BACKTRACK
to link items to other items (i.e., parent/child relation-
ships)

e Transaction Database: Keeps track of all item activity
and movement

These databases are the key to BACKTRACK's flexible tracking
capabilities. In addition, the ability to import and export
popular data formats allows you to share BACKTRACK data
with your existing business applications.
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Report Designer

Label Designer

PDT/Mobile
Device Support

BACKTRACK's Report Wizard walks you step by step through
the process of creating professional item and inventory
reports. Or to create custom reports that are specific to your
application or industry, you can use the Advanced Report
Designer to customize reports to fit your specific tracking
needs.

One of the most powerful features of the BACKTRACK system
is its ability to work with any of the three TEKLYNX label design
programs (CODESOFT, LABEL MATRIX, LABELVIEW), which
can each be installed and used as the Label Design module for
BACKTRACK. The TEKLYNX Label Designer of your choice can
be used with BACKTRACK to design and print bar coded labels
that can be attached to items, used for bin and location shelf
labels, made into ID badges, etc. as part of a complete and
efficient tracking system.

The PDT functions in BACKTRACK are designed to be used with
supported portable data terminals (PDTs) and Windows mobile
devices. The PDT/mobile device functions give you the
flexibility and mobility to perform transactions, add items, and
carry out physical inventory functions — wherever you are.

What Can BACKTRACK Be Used For?

BACKTRACK's flexibility makes it possible to create tracking
solutions for virtually any industry. There are no limits to the
number or types of tracking applications that can be created
with BACKTRACK. The following list includes just a few of the
many types of applications that you can create.

Contact Manager Tracking Collectable Tracking
Delivery Services Fixed Asset Tracking
Inventory Tracking Maintenance Tracking
Off-Site Storage Perishable Distribution
Perishable Usage Records Tracking
Rental Tracking Reservations
Resource Libraries Reusable Services
Revision Tracking Safety Inspection

Service Billing Time & Attendance Tracking
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Starting BACKTRACK

1 Click the Start button on the Windows taskbar and move
the cursor up the list to Programs. Select the
BACKTRACK 5 program group (or whatever name you
gave to the program group when you installed it) and then
select BACKTRACK 5.X to start the program.

2 The first time you open BACKTRACK you will be presented
with a “Getting Started” screen that offers help for getting
started and for creating a tracking application. You can
reference this screen at any time by selecting Getting
Started from the Help menu.

3 To get started in BACKTRACK, click on the appropriate
Main Menu button to access one of its four *modules” (Fig-
ure 1.1). These modules allow you to access all program
functions.

BACKTRACK: Main Menu - IT Asset Management

Current Application

IT Aszet Management v

Check Asset Design/Print
InfOut Reports

= 2 Design/Frint Database
— i

; ' Labels Maintenance
BACKTRACK

Wersion 5.0.0

Figure 1-1 Main Menu

The text appearing on the four Main Menu buttons may have
been customized by your system administrator or reseller, and
therefore, may differ from the buttons referenced in this
BACKTRACK documentation.
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Check In/Out: (Transaction module) Allows you to per-
form transactions (Check Out, Take Out, Move, etc.) on
items or inventory.

Design/Print Reports: (Report Designer module) Allows
you to define and print reports based on database infor-
mation.

Design/Print Labels: (Label Designer module) Allows
you to design and print labels (including bar codes) for
items, locations, users and other uses.

Database Maintenance: (Database Maintenance mod-
ule) Allows you to manage and maintain the databases
associated with BACKTRACK. Also provides access to ses-
sions, PDT functions, and RemoteLink functions.
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Creating a New Application

BACKTRACK provides the New Application Wizard to guide you
through the steps for creating a new tracking application.

[ Note | Any application settings you select in the wizard can be
changed at a later time using the Edit Application Options

dialog box. (See the "Editing an Existing Application" section
on page 2-10 for more information).

» Step 1 -Name the Application

1 On the File menu, click New Application.

The New Application Wizard appears displaying the first of
seven steps required to create an application.
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4 BACKTRACK - Mew Application Wizard - Name the Application

Step 1 of 7 - Name the Application v

The first step is {o ideniify ihe ifems lo be fracked and name the
fracking application

Specify the type of items you want to track: Items|
Ex Tools, Office Supplies, CGars...

Enter a name for this application: | New Application
Ex Tool Tracking, Asset Tracking..

Cancel [ Nenxd ]

Figure 2-1 Name the Application

2 In the Specify the type of items you want to track
box, type a general descriptor for the items to be tracked
(e.g., Files or Tools).

3 In the Enter a name for this application box, type a

descriptive name (e.g., Office File Tracking), and then click
Next.

» Step 2 - Set Tracking Type

Here you specify whether you want the application to support
item tracking (each item having a unique ID number) or
inventory tracking (multiple quantities of each item).
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4 BACKTRACK - Mew Application Wizard - Set Tracking Type

Step 2 of 7 - Set Tracking Type I~

Identify wheiher you are iracking ifems with muliiple quaniiiies or
ifeach itam has a unigus [0,

[“]Does each of the ltems have a unigue ID?

Select the template that fits Documents and Files ~
your tracking needs. Equipment Tracking 1
Human Resources Files

Law File Tracking
Libraries v
Document and File Tracking - For the dynamic office that needs to track client, patient or customer

documents, on ste and off. Dramatically retucs the annoyance of asking all your team-mates I they
have the flle that you need in 15 minutes!

Comen ) (o | e ]

Figure 2-2 Set Tracking Type

1 If you are setting up an item tracking application, select
the Does each of the Files have a unique ID check box.

You would clear this check box if you intended to track
inventory (quantities of items, such as office supplies) instead
of unique items (each having their own identifying number).

2 Select the template that fits your type of tracking applica-
tion. Note that when you click on a template in the scroll
list, a description of that template appears at the bottom
of the dialog box.

select Default-Item Tracking or Default-
Inventory Tracking, each of which contain only
the standard (system) fields that BACKTRACK
requires.

Q To design your application without a template,

3 Click Next.

» Step 3 - Define Item Fields

Here you define the structure of your item database. You do
this by defining the fields (and their attributes) that will
contain the record data.
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Defining the structure of a database requires some advance
planning. When you design your own application, it is good
practice to determine in advance the fields required for each
item before attempting to define them here.

@ BACKTRACK - New Application Wizard - Define tem Fields

Step 3 of 7 - Define Item Fields
Now you can creale additional fields or modify existing fislds
-
Item Number
Item Description

Confidential
Long Description

Field Type:

Field Length Cecimals:

Systern Quantity -
Assigned Location 105
Type of Field

Has Parent lterm L4 Required System Field

A 3
EEEEEER

B

Comen ) (o | e ]

Figure 2-3 Define Item Fields

1 Click the Add button.

A new field appears above the currently selected field.

2 Enter a Field Name for the new field. This is the name of
the field as it will appear in the database.

BACKTRACK provides some system fields that cannot be
deleted. You can change the name and length of these fields,
but not any other attributes. All the attributes of user-defined

fields—the ones that you create—can be modified.

3 Define the new field using the following item field settings:

Field Type: The type of data allowed in the field
(Character, Numeric, Date, Logical, Memo, Picture or

Math).

Field Length: The length of the field (number of char-

acters you want to allow in this field).

Decimals: For numeric data, the number of decimal
places to the right. For example, enter 2 for two deci-
mal places (0.00) or 3 for three decimal places (0.000).
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e Download to PDT when Adding Items: This check
box is used if you will be adding items using the PDT,
and you would like this field to appear as a prompt. Up
to 10 fields can be downloaded.

e Math: The Math button opens a window for you to
write a mathematical expression, the result of which
will populate this field.

4 Click Next.

p Step 4 - Establish Security Groups

Here you can select a security group and assign or deny access
to the application. If you allow access, you can limit users to
specific functions.

4 BACKTRACK - New Application Wizard - Establish Security Groups

Step 4 of 7 - Establish Security Groups v

Select Security Group
v Administrator ~
[#| EveryOne

v

[] Allow Administrator to access this application?

[#] AddiModify tems [¥] Design Repart [Jimport Data
[¥] Check In [] Print Repart [[]Export Data
[#] Check Out [CIReport Gecurity [ Archive
[#] Move [#] Design Label

[“]Resene [“]Print Lahel

Physical [[]Label Security

Comn ) Lo Lo )

Figure 2-4 Establish Security Groups

1 In the Select Security Group list, select a security group.

2 Do one of the following:

e To limit access to this application, including all func-
tions displayed on this dialog box, clear the Allow
<Security Group Name> to access this applica-
tion check box.

e To grant access to this application, select the Allow
<Security Group Name> to access this applica-
tion check box. To grant or deny access to specific
functions, click the check box next to a function to
select (or de-select) it.

3 Click Next.
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» Step 5 - Customize Appearance

Here you can customize the application by modifying the text
on the Transaction Toolbar and Main Menu buttons, and by
adding a graphic to the Main Menu display.

4 BACKTRACK - New Application Wizard - C ize App

a

Step 5 of 7 - Customize Appearance

Check Cut Check In Reserve Move

Tile: For Program
BACKTRACK
Graphic Logo For Program

[

Check Design/Print
InfOut Reports

' £ Design/Print Database
- ’ Labels Maintenance
BACKTRACW [ Cancel ] [ Back ][ Mext ]

Figure 2-5 Customize Appearance

1 In the Title For Program box, type a name for the appli-
cation (e.g., Office File Tracking). This is the name that will
appear in the Title bar of the user interface when you have
completed setting up this application.

2 If you wish to change the graphic on the Main Menu
screen, in the Graphic Logo For Program box, enter the

directory path and filename or click the Browse J button
to find the graphic file you wish to use. The graphic logo
must be a Windows bitmap (.BMP) file.

3 If desired, you can change the text on the four Main Menu
buttons to customize them to your application. For exam-
ple, if you know that DVDs are the only item that will be
checked in and out, you could click on the large Check
In/Out button and change its text to DVD In/Out.

4 To customize the Transaction Toolbar, click on the toolbar
button you wish to change and type the desired text (up
to 11 characters). For example, you could change the
Check Out button to Check Out DVD.
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5 Click Next.
» Step 6 — Apply Advanced Settings
% BACKTRACK - New Application Wizard - Apply Advanced Settings
Step 6 of 7 Apply Advanced Settings v

[[] Da you want to have password security on transactions (In, Out, Move. _)?

Download data for lookupialidation:  [[]item Mumbers DEUser Defined Fields:

[v] Automatically Assign ltems IDs? Da Mot Use Due DatefTime =

Prefix

Current ltem 1D 1

[#]¥¥arn on Check In if Gurrently In

[¥]¥¥arn on Check Outif Currently Out

[ concet | [ Back | mew | [ gmien |

Figure 2-6 Apply Advanced Settings

1 If desired, you can set up the following advanced settings:

Password security on transactions, which would
require users to enter a password before performing
transactions such as Check Out, Take Out, Move, etc.

Download data for lookup/validation allows you to
download item numbers and user-defined fields to the
PDT so that they will appear in a drop-down list format
for easy lookup and validation.

Automatically assign file IDs, by which BACKTRACK
automatically assigns a unique ID number to each item
based on a prefix and starting ID number that you
select.

2 Depending on whether you are creating an item tracking
application or an inventory tracking application, additional
transaction options will be available:

If you are creating an item tracking application, the fol-
lowing options will appear:

Warn on Check In if Currently In/Out will display
an alert if a user attempts to check in a file that is
already checked in, or check out a file that is already
checked out.
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>

Here you define the locations in which items will be stored. If
you are creating this application using a template, the
template will provide a set of default locations where items can

If you are creating an inventory tracking application, the

Calculate due date and time, by which BACKTRACK
calculates a due date based on a constant or variable

value that you select.

following options will appear:

Allow negative quantities allows negative quantities
on “back order.”

of items, as in the case of items being
Allow restock to any location gives

inventory.

Click Next.

Step 7 - Add Item Locations

be stored.

@

you the ability
to choose more than one location when restocking

Defining locations requires some advance plan-
ning. When you design your own system, it is
good practice to have your locations mapped out

in advance and named prior to attempting to

define them here.

4 BACKTRACK - Mew Application Wizard - Add Item Locations
Step 7 of 7 - Add tem Locations v
Do you wani fo add any localions for ihis application?
Existing Locations Enter Mew Location
Default Location ~
Library
Off-Site Storage New Locations
Resource Center |
Supply Room
v v

Figure 2-7 Add Item Locations
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1 Depending on the template selected in Step 1 of the wiz-
ard, a set of predefined locations will display under the
Existing Locations list. To add more locations, type the
location description in the Enter New Location box, and

then click the Add button.
2 Repeat step 1 for each location you want to add.
3 Click Finish to complete the New Application Wizard.

The tracking system is complete. Several default reports
and a label are created for you automatically. A prompt
appears asking if you want to start adding data files
(records) for the new application.

4 BACKTRACK - Mew Application Wizard

Your new Office File Tracking application was
created successiully!

3 Reports were created for you:
File List, Checked Out Files, Transaction File Report

1 Labels were created for youl
File Data Label

Would you like to add Files to your new application nowi?

Figure 2-8 Application Created Successfully

Opening an Existing Application

There are three ways to choose an application to open:

e On the Main Menu, select an application from the Current
Application drop-down list.

e On the File menu, click Open Application.

e On the Main Menu, click Database Maintenance, and
then click Choose Application.

Only one application may be open at a time. Opening a new
application closes the previous application.
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Accessing the Application Maintenance Functions
1 On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

£ Select an Application for maintenance

IT Asset M -
Office Equipment Tracking

Office File Tracking

Office Supplies Inventary

“ehicle Tracking

Mew ] [ Edit ] [ Copy ] [ Delete ] [ Close

Figure 2-9 Select an Application for Maintenance

Editing an Existing Application

1 Access the Select an Application for Maintenance dia-
log box according to the instructions on page 2-10.

2 Select an application and click Edit.
3 Click Advanced Edit.

The Edit Application Options dialog box appears.
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£ Edit Application Options
Application Name Application 10: @ e Tracking
IT Asset Management O Inventary Tracking
(=) Automatic [1Password Security on Transactions (In, Out )

Agszign tem Mumbers
O Manualty Download data for loakupivalidation
Prefis: Current ltern 10: [¥] ltem Mumbers

1 [¥] User Defined Fields

[1%arn on Check In if Currently In Edit ltern Structure

D‘Wam on Check Qut if Currently Out

Edit Transaction Structure

Display Options

Calculate Due Date/Time v

Customize Main Screen

(3) Use Datahase Field
Actuistion Code v

Customize Receipts

Days v Transaction Pre-authorization

( J

( J

( J

. ( J
S CUE RS [ Customize AddMadify lter Screen ]
( J

( J

[ I

Appiication Number: WXMGODD3 Ok ] [ Lancel

Figure 2-10 Edit Application Options

4 Modify the application as desired by changing any of the
following application settings.

Application Name: The name of the application.

Item Tracking/Inventory Tracking: Determines
the application’s "mode,” which determines the appli-
cation options displayed on this dialog box. See step 5
for information on the specific settings available for
each type of application.

Assign Item Numbers: Determines whether the item
numbers will be assigned automatically or manually. If
you choose Automatic, enter a Current Item ID
number for BACKTRACK to use as the first item ID
(you can also enter a prefix to appear at the beginning
of every item number). If you choose Manually, you
do not need to fill in the Current ID setting here, but
will be required to enter an item ID as each item is
added.

Password Security on Transactions: Requires
users to enter a password prior to performing transac-
tions (Check Out, Take Out, Move, etc.). (Note: You
must also set up your security groups and select the
appropriate transaction access for each group, as
described in the "Setting up a security group" section
on page 3-3).
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e Download data for lookup/validation: Downloads
item numbers and user-defined fields to the PDT/
mobile device so that they will appear in a drop-down
list format for easy lookup and validation. (Note: If you
have large amounts of data you may not want to
download it because there might not be enough mem-
ory left over on the device to handle your transaction
data.)

5 The other settings available on the Edit Application
Options dialog box will vary depending on if the applica-
tion is set up as an item tracking or inventory tracking
application.

Item Tracking Options

£ Edit Application Options
Application Narme Anpliation 10 &) yor Tracking
IT Asset Management O Inventary Tracking
Aszign tem Numbers (&1 Automatic [[]Password Security on Transactions (In, Out.}
O Manually Download data for loakupivalidation
Prefis: Current ltern 10: [¥] ltem Mumbers

1 [¥] User Defined Fields

Edit ltern Structure

grarn on Check In if Currently In
#l\Warn on Check Out if Currently Out

Edit Transaction Structure

Display Options

Calculate Due Date/Time

(®) Assign Constant Yalue
() Use Datahase Field

Custarmize AddiModify Itern Screen

Customize Receipts

Transaction Pre-authorization

( J
( J
( J
[ Customize Main Screen ]
( J
( J
( J
( l

Ok 1 I Cancel

Appiication Number. WxXGO003

Figure 2-11 Edit Application Options - Item Tracking

If you are creating an item tracking application, the fol-
lowing options will appear:

e Warn on Check In if Currently In/Out: Displays an
alert if a user attempts to check in a file that is already
checked in, or check out a file that is already checked
out.

e Calculate Due Date and Time: BACKTRACK calcu-
lates a due date (or check out period) based on a con-
stant or variable value that you select.
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Inventory Tracking Options

@ Edit Application Options
Application Name Application 1D o, Tracking
Office Suppliss Inventary @ Inventory Tracking
Assigr lterm Nurbers @ Automatic [JPassword Security on Transactions (n, Out.}
2 Manually Download data for lookupivalidation
Prefix: Current ltem ID: [ tern Murabers

1 []User Defined Fields

Allow Negative Quantities Edit Itern Structure

[ Allow restock to any location

Edit Transaction Structure

Cisplay Options

(

(

(

[ Customize Main Screen
[ Customize Add/Madify ltem Screen
(

(

[

Customize Receipts

Transaction Pre-authorization

Application Number: DGLKDOD2 Qk 1 [ Cancel

Figure 2-12 Edit Application Options - Inventory

If you are creating an inventory tracking application, the
following options will appear:
e Allow Negative Quantities: Allows negative quanti-

ties of items, as in the case of items being on “back
order.”

e Allow Restock to Any Location: Gives you the abil-
ity to choose more than one location when restocking
inventory.

Copying an Application

1 Access the Select an Application for Maintenance dia-
log box according to the instructions on page 2-10.

2 Select the application to be copied and click Copy.
The Copying Application dialog box appears.

3 Enter a new name for the application you have chosen to
copy. If you want to copy the application structure/set-
tings AND its data, click the Copy Application with Data
check box.

4 Click OK.
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Deleting an Application

1

Access the Select an Application for Maintenance dia-
log box according to the instructions on page 2-10.

Select the application to be deleted and click Delete.

When asked to confirm the Delete procedure, click Yes to
delete the application and all of the data used in the appli-
cation.

Editing the Item Structure

About the Item
Database

Accessing the
Item File Structure
Maintenance
Dialog Box

The Item database is application specific (i.e., each Item
database you set up pertains to a specific application). There
is one Item database for each application.

You can add, edit or delete certain Item database fields to
better suit your specific tracking application. There are two
types of fields that you can edit: System fields allow changes
to only the field name and length. User-defined fields allow
changes to all field structure settings.

1 On the Main Menu, click Database Maintenance.

The Database Maintenance dialog box appears.

Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

Select an application and click Edit.

Click Advanced Edit.

The Edit Application Options dialog box appears.
Click the Edit Item Structure button.

The Item File Structure Maintenance dialog box
appears.
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Adding Item 1
Fields

@ Item File Structure Mai - IT Asset M
Asset Tag/Serial No ~ Field Name | Asset Tag/Setial No
[ | Description Field Type | Character
[ |Make
Mnda\ Field Length = 10 [& Decimals a
|| Manufacturer v Index
Field ID | ITEM_[O
Type of Field Sysiem
Displaw Field (Description) 1 B
[¥] Send 'Description’ to PDT 10 0f10 Used
Math / Input Cptions [ Relations H Security
{Mone} \ | \ ~
v

Figure 2-13 Item File Structure Maintenance

Access the Item File Structure Maintenance dialog box
according to the instructions on page 2-14.

Click the Insert button.

A new field is inserted directly above the currently high-
lighted field. The new field contains the default field set-
tings.

Proceed to set up the field using the following Item data-
base field settings:

Field Name: Used to identify this field in all areas of
the tracking software program. The Field Name is the
only field attribute that can be changed for System
fields.

Field Type: Allows you to specify the type of data
(Character, Numeric, Date, Logical, Memo, Picture or
Math) that can be entered for this field. If the Field
Type is set to Numeric, you can enter a number for
the Decimals setting to specify the number of decimal
places to be used. If the field type is set to Math, you
can click the Math Function button to set up the field
so its data is the result of a mathematical expression.

Field Length: Allows you to specify the number of
characters allowed in this field.

Index: Set the Index option to Yes if you want to be
able to sort the records in the Item database by the
content of this field. The sort can be done when adding
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records to the Item database, or when locating an item
to perform a transaction (Check Out, Take Out, Move,
etc.).

e Field ID: The Field ID is used as this field’s unique
identifier in the tracking software. When you insert a
new field, a Field ID is created for the field automati-
cally based on the field’s name, but you can change
the default ID if desired. The Field ID must be eight
characters or less with no spaces.

e Type of Field: Indicates whether this field is a system
field or user-defined field.

e Download to PDT When Adding Item: Allows you
to display this field as a PDT prompt if you will be add-
ing items using the PDT.

e Send (<FIELD>) to PDT: Allows you to display addi-
tional field information next to the key field throughout
the program and on the PDT. If checked, when you
scan/select an item on the PDT this field will display,
allowing you to view additional information on the item
which may be helpful for validation purposes.

If desired, set up advanced options on the Math / Input
Options / Relations tab:

e Math Function: Allows you to set up a mathematical
formula and the tracking software will use the result of
the formula as the data for this field. For example, if
you have an asset tracking application you could set
up an Accumulated Depreciation formula by multiply-
ing a Daily Depreciation Amount field by the difference
of the Current Date minus the Initial File Date field.
(For more information on using Math Functions, see
the BACKTRACK online Help.)

in BACKTRACK can be accessed in the program’s

(; A complete listing of the math functions available
online Help.
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5

Editing Item 1
Fields

e Input Options: Allows you to specify the type of data
or data structure that can be entered into a data
record for this field. Using the Input Options, you can
set a minimum field length and create an input “mask.”
A mask allows you to control the type of characters
that can be entered for that field (e.g., numeric only or
alpha only). (For more information on using Input
Options, see the BACKTRACK online Help.)

e Add Relation/Edit Relation: Allows you to relate a
field in the tracking software to a field in an external
dBase or Visual FoxPro (.DBF) database file. The result
of this is that when entering data for a new record, the
user will be able to choose from a drop-down list of
values that is populated from the external database.
(For more information on the Relations functions, see
the BACKTRACK online Help.)

To set up security on the selected field based on security

group, click the Security tab. Then for each security

group, specify whether that group will be granted rights to
view, add, or edit/delete records in the Item database.

When you have finished adding fields you can arrange
them in the order you prefer. Notice that when you run
your cursor over the boxes on the left side of the field list,
the cursor turns into a double-ended arrow. This allows
you to click on a box next to any field and drag that field
into a different position in the list. Note that the order in
which the fields appear in this list determines the order of
the field lists in other parts of the program.

Click the Finish button and then click Yes to have
BACKTRACK save the changes to the file structure.
Access the Item File Structure Maintenance dialog box
according to the instructions on page 2-14.

Select the field you want to edit.

Refer to the "Adding Item Fields" section on page 2-15 to
change your field settings.

Click the Finish button and then click Yes to have
BACKTRACK save the changes to the file structure.
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Deleting Item
Fields

1 Access the Item File Structure Maintenance dialog box
according to the instructions on page 2-14.

2 Select the field you want to delete and click Delete. (Sys-
tem fields are required and cannot be deleted.)

3 Repeat step 2 as necessary to delete all unwanted fields.

4 Click the Finish button and then click Yes to have
BACKTRACK save the changes to the file structure.

Editing the Transaction Structure

About the
Transaction
Database

Accessing the
Transaction File
Structure
Maintenance
Dialog Box

The Transaction database is application specific. There is one
Transaction database for each application.

The Transaction database differs from other BACKTRACK
databases in that its standard fields are populated
automatically as BACKTRACK tracks all the information about
item usage and activity (including history and reservations)
and logs this information to the Transaction database. The
tracking function tags both the user and the item to a specific
activity.

BACKTRACK records Check Out, Check In, Take Out, Restock,
and Move transactions. You can also track additional
information, such as hours used, mileage, purchase order
number, reorder date, and reorder quantity, by adding up to
10 user-defined fields to the Transaction database. The user-
defined fields are not populated automatically—they require
user input at the time of the transaction.

The user-defined transaction fields you create will appear as
prompts when a user attempts to check-out/take-out or
check-in/restock items or inventory, requiring the user to
enter data at the time of the transaction. For example, if you
want to track mileage on company vehicles, you could set up
a user-defined transaction field that requires each employee to
enter the current mileage when checking in a company car.

1 On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.
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Adding
Transaction Fields

3 Select an application and click Edit.
4 Click Advanced Edit.
The Edit Application Options dialog box ap

5 Click Edit Transaction Structure.

pears.

The Transaction File Structure Maintenance dialog

box appears.

@ Transaction File Structure Maintenance
Field Name
3 [Client Number - Chient Nurnber
Field Type | Mumeric v
FieldLength 10 (% Decimals 0%
P Field ID | CLIENT_NO
Toe of e ser
Display On  [_advanced ] No achvanced options set ] Add (FDT
[#]Checkout  []Checkin [ Move [JReserve  [JPhysical (POT)
Update [tern / Input Cptions [ Relations
{Mone} I I I [
v
Update tem [ input options Ad Relation
Einish Cancel
Figure 2-14 Transaction File Structure Maintenance

1 Access the Transaction File Structure Maintenance

dialog box according to the instructions on pa

2 Click the Insert button.

ge 2-18.

A new field is inserted directly above the currently high-

lighted field. The new field contains the defau
tings.

3 Proceed to set up the field using the following

database field settings:

It field set-

Transaction

* Field Name: Used to identify this field in all areas of
the tracking software program. For a Transaction data-
base field name, this also serves as the text to be used

for the prompt that appears at the time of

the transac-

tion. For example, if you are tracking mileage on com-

pany vehicles, you might want a field nam

e such as

Enter Mileage, to set this as the prompt to appear
when an employee checks in a vehicle after driving it.
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Field Type: Allows you to specify the type of data
(Character, Numeric, Date, Logical, Memo or Picture)
that can be entered for this field. If the Field Type is
set to Numeric, you can enter a number for the Deci-
mals setting to specify the number of decimal places
to be used.

Field Length: Allows you to specify the number of
characters allowed in this field.

Field ID: The Field ID is used as this field’s unique
identifier in the tracking software. When you insert a
new field, a Field ID is created for the field automati-
cally based on the field’s name, but you can change
the default ID if desired. The Field ID must be eight
characters or less with no spaces.

Type of Field: Indicates whether this field is a system
field or user-defined field.

Display On: Allows you to select the transaction activ-
ities for which the selected user-defined transaction
field should be displayed. The user will be prompted
for input into the user-defined field when the user
attempts to perform one of the selected transactions.
The transaction activities for which the prompt can be
displayed include Check Out/Take Out, Check In/
Restock, Move, and Reserve. You can also set the field
to display as a PDT prompt when adding items or per-
forming physical inventory using the PDT.

Advanced: Allows you to set criteria for the display
prompts and for updating items. (For information on
setting advanced criteria, see the BACKTRACK online
Help.)

If desired, set up advanced options on the Update Item /
Input Options / Relations tab:

L]

Update Item: Allows you to use the data entered for
the field (during a transaction) to update a corre-
sponding field in the Item database. In order to use
the Update Item function, you must first add the corre-
sponding field in the Item database (see the "Adding
Item Fields" section on page 2-15). If you are updating
a numeric field, you can specify whether the new data
collected will replace, add to, or subtract from the
existing data in that field. If you are updating a char-
acter or memo field, you can replace, insert before, or
append to the existing data.
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Input Options: Allows you to specify the type of data
or data structure that can be entered into a data
record for this field. Using the Input Options, you can
set a minimum field length and create an input “mask.”
A mask allows you to control the type of characters
that can be entered for that field (e.g., numeric only or
alpha only). (For more information on using Input
Options, see the BACKTRACK online Help.)

Add Relation/Edit Relation: Allows you to relate a
field in the tracking software to a field in an external
dBase or Visual FoxPro (.DBF) database file. The result
of this is that when entering data for a new record, the
user will be able to choose from a drop-down list of
values that is populated from the external database.
(For more information on the Relations functions, see
the BACKTRACK online Help.)

5 When you have finished adding fields you can arrange
them in the order you prefer. Notice that when you run
your cursor over the boxes on the left side of the field list,
the cursor turns into a double-ended arrow. This allows
you to click on a box next to any field and drag that field
into a different position in the list. Note that the order in
which the fields appear in this list determines the order of
the field lists in other parts of the program.

Click the Finish button and then click Yes to have
BACKTRACK save the changes to the file structure.
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Setting Display Options

Once you have created an application, you can select fields to
display on the Locate Item dialog box.

1

On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

Select an application and click Edit.

Click Advanced Edit.

The Edit Application Options dialog box appears.
Click the Display Options button.

The Display Options dialog box appears.

@ Display Options @

Select wihich fields you want displayed on the

Locate ltem Screen

Aszet TaoSerial Mo ~
Description

Current State

Location

Systern User Mame

Make
Model
Manufacturer

Lrcuizition Cada

+

ARRRRRARER

Figure 2-15 Display Options

6 Under the Locate Item Screen list, select the field(s) you

would like to appear on screen. You can select (or dese-
lect) a field by clicking on the check box for that field.
Those fields with checkmarks next to them will display on
the Locate Item screen.
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7 To reorder the fields, click on any field and drag it to the
desired position or highlight a field and click the up or
down arrow button to move it.

When you have finished selecting and arranging the fields
into the desired order, click OK.

Customizing the Main Screen

The Customize Main Screen options allow you to customize the
Main Menu screen and Transaction Toolbar buttons.

1 On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Main-
tain Application.
The Select an Application for Maintenance dialog box
appears.

3 Select an application and click Edit.

4 Click Advanced Edit.
The Edit Application Options dialog box appears.

5 Click Customize Main Screen.

The Screen Customization Settings dialog box appears.

> BACKTRACK

Check Qut

Check In Reserve Miorve

hzin blenu

Title For Program
BACKTRACK

Graphic Logo For Program

fa]

Check Asset
InfOut

DesigniPrint
Labels

DesigniPrint
Reports

Database
Maintenance

[ Ok ] [ Cancel

][ pefaut

Figure 2-16 Screen Customization

Settings
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Enter an application name in the Title for Program text
box. This title will appear on all main program title bars
when this application is open.

If you wish to change the graphic on the Main Menu
screen, enter the directory path and file name in the
Graphic Logo for Program text box or click the Browse

J button and browse to find the graphic file you wish to
use. The graphic logo must be a .BMP file.

Now you can change the text on the Main Menu buttons to
customize them for your application. (The function of each
Main Menu button will remain the same.)

To customize the Transaction Toolbar, click on any of the
toolbar buttons located along the top of this dialog box
and fill in the desired text (up to 11 characters). (The
function of each Transaction Toolbar button will remain the
same.)

10 When you have finished your customization, click OK.

Customizing the Add/Modify Item Screen

Once you have set up the fields in the Item database structure
to fit your tracking needs, you can modify the appearance of
the Add/Modify Item screen (also called Item Data File dialog
box) to suit your data entry routine.

1

On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

Select an application and click Edit.

Click Advanced Edit.

The Edit Application Options dialog box appears.
Click Customize Add/Modify Item Screen.
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The Customize Add/Modify Item Screen dialog box
appears.

@ Customize Add/Modify Hem Screen E]@
|1DD | |QDD | |SDD | |4DD |

Asset Tag/Serial No: | Asset Tag/Serial

Fizel |

Description:  Description
Make: Make

hoo | Model: Model

Manufacturer: | Manufacturer

Acquisition Code: | Acquisit

[ | Acquisition Type: Acquisition Type

2UU- Acquisition Date: Acquisition D

] o

i 1
EE

Figure 2-17 Customize Add/Modify Screen

6 To reorder the prompts and text boxes, click on an object
with your left mouse button and drag it to the desired
location.

7 Use the screen customization buttons along the bottom
toolbar to customize the Add/Modify Item screen.

@ Add object to Screen: Add a database field/
prompt, text, lines, shapes or pictures.

Edit Objects on Screen: Select an object and

modify its description, text, color, positioning, and
font properties.

Add Database Prompt/Field: Add any fields that
you previously removed from the screen.

Add Text: Add a text object and set its description,
color, positioning, and font properties.

Add Line: Add lines of varying styles and thickness
settings.
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Add Shape: Create a shape by setting width,
height, border, style, curvature and color proper-
ties.

Add Picture: Insert a picture by specifying a bit-

map (.BMP) or icon (.ICO) graphic file.

Set Label Design for Print Label Button: Select
the label to print when you click the Print Label
button on the Item Data File dialog box.

Screen Customization Wizard: Select the fields
you want to display and set the order in which you
want them to appear.

Set Tab Order: Set the tab order to use when tab-
M| bing from one field to the next.

Customizing Receipts

After completing a transaction (Check Out, Take Out, Move,
etc.), you have the option to print a receipt detailing the
transaction. The Customize Receipts dialog box allows you
to replace the default transaction receipt for each transaction
activity with a custom report and/or label.

In order for your custom reports and/or labels to be available
for selection in the transaction drop-down lists on the
Customize Receipts dialog box, you must create them
according to the following guidelines:

e For Reports: When creating a report to be used as a
transaction receipt, you must select the Transaction data-
base as the database to use for the report. You must also
save the report in the Advanced Report Designer (you can
create the report using the wizard, but you must later edit
it and save it using the Advanced Report Designer).

e For Labels: When creating a label to be used as a trans-
action receipt, you must select the Transaction database
as the database to use for the label.

» To associate receipts (a report and/or label) with
transaction activities

1 On the Main Menu, click Database Maintenance.

The Database Maintenance dialog box appears.
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2 Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

3 Select an application and click Edit.
4 Click Advanced Edit.

The Edit Application Options dialog box appears.
5 Click Customize Receipts.

The Customize Receipts dialog box appears.

@ Customize Receipts
Asset Out
Repaorts Labels
DEFAULT RECEIPT v | |NOME v
Asset In
Repaorts Labels
DEFAULT RECEIPT v | |NOME v
Reserve
Repaorts Labels
DEFAULT RECEIPT v | |NOME v
Move
Repaorts Labels
DEFAULT RECEIPT v | |NOME v
Ok ‘ [ Cancel

Figure 2-18 Customize Receipts

6 For each transaction, click the drop-down list and select
the report and/or label that you would like to be available
for printing after each transaction is completed.

7 Click OK when you are finished.
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Setting Up Transaction Pre-Authorization

The Transaction Pre-authorization options allow you to set
criteria to determine if a transaction should be authorized. This
is a useful tool in many tracking applications because it can
check the criteria and notify you of the status before the
transaction takes place.

For example, you could stop an item from being checked out
to a user who already has overdue items checked out in his or
her name. You could also authorize a Check Out transaction
only if the person is a member of a particular security group.

The Transaction Pre-authorization options also allow you to
display a message during a transaction if specific criteria are
met. For example, if a user tries to check out an item that is
reserved for use by someone else, you can display an “Item
has a reservation” message (or any message you choose).

» To set up pre-authorization for a particular type of
transaction

1 On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

3 Select an application and click Edit.
4 Click Advanced Edit.

The Edit Application Options dialog box appears.
5 Click Transaction Pre-authorization.

The Transaction Pre-authorization dialog box appears.
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@ Transaction Pre-authorization

Select criteria for: ChecklIn ~

Display message during transaction when

Resered Date Less Than urEuuaHICurrentDate ~

and Reserved Time Equal To IVWHEMN a=A

What message would you like displayed?

ltern has a reservation liad

Allow transaction?

Ok I l Cancel

Figure 2-19 Transaction Pre-authorization

6 In the Select criteria for drop-down list, select the type
of transaction for which you want to require pre-authori-
zation.

7 In the Display message during transaction when box,
set up criteria to determine when a transaction pre-autho-
rization message should be displayed. (For information on
setting criteria, see the BACKTRACK online Help.)

8 In the What message would you like displayed box,
type the message to be displayed.

9 Click the Allow transaction check box if you want to dis-
play the message but still allow the user to complete the
transaction.

10 Click OK when you are finished.
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The Administration Functions include all of the options shown
in Figure 3-1.

@ Administration Functions

Administration Functions
Current Application:
IT Asset Management

Mairtzin Application

Customize Toolbar

Change Security Settings

Mairtain User Databaze

Maintain Location Database

Change System Settings

Tazk Scheduler

Rebuild Data Files

Logged-in Users

Close ] | Help |

Figure 3-1 Administration Functions

The Maintain Application functions are covered in Chapter 2,
"Application Maintenance".
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Adding a Customized Toolbar

1 On the Main Menu, click Database Maintenance.

The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Custom-

ize Toolbar.

The Customize Toolbar dialog box appears.

@ Customize Toolbar

Toalbar:
1D Label
Edit Users
Locations

Reports

Wiew flem

Mot Defined
Mot Defined
Mot Defined
Mot Defined
Mot Defined
Mot Defined

Select Button Process
Function

Cpen Application
Print Label

Print Report

Do Archive

Co Export

Do lmpaort

Run

Mot Defined
Select Application:

| Texton Button:
1D Label
Tool Tip Text:
PrintID Badge

iSystem Files

IT Asset Management
Cffice Supplies Inventary
Select Label fo Print

User Badge

Lacation Tag

Ok

Figure 3-2 Customize Toolbar

3 Click on a Not Defined toolbar button in the left-most

window.

4 Select an option in the Select Button Process list.
Depending on the process selected, different process set-
tings will appear. Select a function from each list that

appears.

Enter the text you would like to appear on the button. The
text will appear on the highlighted toolbar button as you
enter it.

Enter a tool tip that describes the function of your custom-
ized toolbar button in the Tool Tip Text box (e.g., if your
button text is “Print Label” your tool tip might be “Print
Inventory Shelf Label”). This tool tip will appear if you
place the cursor over the toolbar button while using the
program.
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7

8

Repeat the steps above as necessary until you have fin-
ished customizing your toolbar buttons.

Click OK when you are finished.

Changing Security Settings

The Security Group settings enable you to add new security
groups and change settings for existing security groups. You
can limit or grant access to various BACKTRACK system files,
specific applications, and functions within each application.

[ Note | Any security group settings you specify will not take effect until
you “activate” them.

>
1

Setting up a security group

On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

Click Administration Functions, and then click Change
Security Settings.

The Security Group dialog box appears.

To add a new security group, click the Add button and
enter a name for the group.

To grant or deny access to system functions, select the
System tab and click the check box next to each system
function to select it.
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=3 Security Group

Security Group | Administrator b
System Application

System security seftings for: Administratar

[#] AddMadity Lacations [JiDesign Report
[7] Addmodity Users Print Report
[7IFile Backup Report Security
[ZIPDT Deta Retrieval Design Lakel
[ZIPDT Programming Prirt Label
[IModify POT Data Retrieved Lehel Securty
[#]import Data Rebuild Data Files
[7]Export Data

Remotelink

Figure 3-3 Security Group

- System

5 To grant or deny access to application-specific functions,
select the Application tab, select an application from
those listed, and click the check box next to each applica-

tion function to select it.

@ Security Group

Security Group | Administrator i

System 2ppiication

Application security settings for. Administrator
o« IT Asset Management
o Office Supplies Inventary

[#] Allow access to selected application: T Asset Management
[7] AdMacity tems [7] Design Report

Physical Label Security

Import Data

RemateLink

Ok Cancel

Figure 3-4 Security Group - Application

To organize users into security groups, in the Database
Maintenance module select Add/Modify Data and then click
the Users button. Click on the Security Group field and select

a group for the user.
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>
1

Activating security groups

On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

Click Administration Functions, and then click Change
System Settings.

Click the check box next to the Require User ID/Pass-
word for Maintenance option to activate security.

Activating password security on transactions

On the Main Menu, click Database Maintenance.
The Database Maintenance dialog box appears.

Click Administration Functions, and then click Main-
tain Application.

The Select an Application for Maintenance dialog box
appears.

Select the application for which you want to place security
on transactions (Check Out, Take Out, Move, etc.) and
click Edit.

Click Advanced Edit.
The Edit Application Options dialog box appears.

Click the Password Security on Transactions check
box to activate security.

on page 3-16 for more information on security

Q See the "Changing the System Settings" section
settings available in BACKTRACK.
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Editing the User Structure

About the User
Database

The User database is a system-wide database. There is only
one User database; its data is shared by all applications.

The User database contains information about all the users
who are authorized to use BACKTRACK. When you enter user
data into the User database, you can assign the user to a
security group that defines the tracking functions the user is
allowed to access.

You can add, edit or delete certain User database fields to
better suit your company’s or organization’s user structure.
There are two types of fields that you can edit: System fields
allow changes to only the field name and length. User-defined
fields, on the other hand, allow changes to all field structure
settings.

Accessing the Edit 1 On the Main Menu, click Database Maintenance.

User Structure
Dialog Box

The Database Maintenance dialog box appears.

2 Click Administration Functions, and then click Main-
tain User Database.

The Maintain User Database dialog box appears.
3 Click Edit User Structure.

The Edit User Structure dialog box appears.

@ Edit User Structure

User Mumber ~
Systermn User Name

Security Group

Ermployee Last Name

Ermployee First Name v

Dizplay Field (Systern User Name)
[J2end ‘@ystem User Mame'to PDT

Field Mame Employee Last Name
Field Type | Character
Field Length 15 Decimals

Index @ ves O hla
Field ID USER_LMNAME
Type of Field User

Input Options [ Relations Security
Input Options 2 Mo Mask ~
Relation NAMELIST.DEF LASTMAME
b2

Figure 3-5 Edit User Structure
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Adding User
Fields

1 Access the Edit User Structure dialog box according to
the instructions on page 3-6.

Click the Insert button. A new field is inserted directly

above the currently highlighted field. The new field con-
tains the default field settings.

3 Proceed to set up or edit the field using the following User
database field settings:

Field Name: Used to identify this field in all areas of
the tracking software program. The Field Name is the
only field attribute that can be changed for System
fields.

Field Type: Allows you to specify the type of data
(Character, Numeric, Date, Logical, Memo or Picture)
that can be entered for this field. If the Field Type is
set to Numeric, you can enter a number for the Deci-
mals setting to specify the number of decimal places
to be used.

Field Length: Allows you to specify the number of
characters allowed in this field.

Index: Set the Index option to Yes if you want to be
able to sort the records in the User database by the
content of this field. The sort can be done when adding
records to the User database, or when locating an item
to perform a transaction (Check Out, Take Out, Move,
etc.).

Field ID: The Field ID is used as this field’s unique
identifier in the tracking software. When you insert a
new field, a Field ID is created for the field automati-
cally based on the field’s name, but you can change
the default ID if desired. The Field ID must be eight
characters or less with no spaces.

Type of Field: Indicates whether this field is a system
field or user-defined field.

Send (<FIELD>) to PDT: Allows you to display addi-
tional field information next to the key field throughout
the program and on the PDT. If checked, when you
scan/select a user on the PDT this field will display,
allowing you to view additional information on the user
which may be helpful for validation purposes.
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If desired, set up advanced options on the Input Options
/ Relations tab:

o Input Options: Allows you to specify the type of data
or data structure that can be entered into a data
record for this field. Using the Input Options, you can
set a minimum field length and create an input “*mask.”
A mask allows you to control the type of characters
that can be entered for that field (e.g., numeric only or
alpha only). (For more information on using Input
Options, see the BACKTRACK online Help.)

e Add Relation/Edit Relation: Allows you to relate a
field in the tracking software to a field in an external
dBase or Visual FoxPro (.DBF) database file. The result
of this is that when entering data for a new record, the
user will be able to choose from a drop-down list of
values that is populated from the external database.
(For more information on the Relations functions, see
the BACKTRACK online Help.)

To set up security on the selected field based on security
group, click the Security tab. Then for each security
group, specify whether that group will be granted rights to
view, add, or edit/delete records in the User database.

When you have finished adding fields you can arrange
them in the order you prefer. Notice that when you run
your cursor over the boxes on the left side of the field list,
the cursor turns into a double-ended arrow. This allows
you to click on a box next to any field and drag that field
into a different position in the list. Note that the order in
which the fields appear in this list determines the order of
the field lists in other parts of the program.

Click the Finish button and then click Yes to have
BACKTRACK save the changes to the file structure.
Access the Edit User Structure dialog box according to
the instructions on page 3-6.

Select the field you want to edit.

Refer to the "Adding User Fields" section on page 3-7 to
change your field