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Agenda
• What is Equipment Tracking?
• Setting up Equipment Items.
• Issuing and returning equipment.
• Editing equipment entries.
• Inquiry and Reporting. 
• Charging for lost equipment.
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What Is Equipment Tracking?What Is Equipment Tracking?
Automates the issue and return of all kinds of 
equipment.

• Sports equipment
• AV equipment
• Band instruments
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Set up Equipment ItemsSet up Equipment Items
• We expect them to be returned.
• They are “sold” with a zero dollar amt.
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Item Maintenance Item Maintenance -- HELMETHELMET

Track the Helmet 
number…

1) Using a pipe in 
the Description

OR
1) Using the Bonus 

field.

Type=Equipment so 
Tracks will know this 
is Equipment.
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Item Maintenance Item Maintenance -- HELMETHELMET

Lost Charge

The amount to be 
charged if the 

Item is lost.
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Issuing EquipmentIssuing Equipment
• Select a student.
• Sell the Item (the equipment being issued).
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Returning EquipmentReturning Equipment
• To return one or only some of the items - Do a return.
• To return all items issued to a student - Enter “RA” for Return All.
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Editing Equipment EntriesEditing Equipment Entries
• To correct an error or change a date in a student 

Equipment record.
• Browse through all the Equipment records for a 

selected student to change or delete records.
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Equipment Out InquiryEquipment Out Inquiry
• What does Christopher have checked out?
• On the Work Screen, bring up student, type “EO”
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Equipment ReportingEquipment Reporting
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Charging for Lost EquipmentCharging for Lost Equipment

• Make sure there is an amount in “Lost 
Charge” in Item Maintenance.

• Select a Customer on the Work Screen.
• “EO” for Equipment Out.
• Select the Item(s) to be charged.
• Click “Charge LOST” button.
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Charging for Lost EquipmentCharging for Lost Equipment
• Warning Message will display
• Tracks creates a charge on account.
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Paying for Lost EquipmentPaying for Lost Equipment
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Let’s Walk Through It!
Or

Questions & Answers


