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ABOUT THIS MANUAL

Introduction

Nural Assets is an enterprise asset management platform that helps organisations track, maintain, and

audit their assets across locations from a single web console. This User Manual guides users through the

application module by module, so you can set it up and use it with confidence.

How to use this manual: each module has an Add subsection for creating records and a View/Edit subsection

for managing them. Numbered steps follow the on-screen order, and every screenshot is captioned with the

screen it shows.



Getting Started

Create your account, sign in, and get oriented before you start setting the system

up.

Signup pages

Login pages



SIGNUP PAGES

Signup Page Description

NURAL

ASSETS

What you get

Instant Free Trial Account

Get immediate access to all core features—no waiting, no setup
delays.

Secure Login Credentials by Email

Receive auto-delivered login details straight to your inbox, ensuring
you never lose access.

Personalized 1:1 Demo (Optional)

Book a guided walkthrough for setup assistance, workflow planning,
and expert Q8A tailored to your needs.

Zero-Risk Signup

No credit card required. No automatic billing. Try the platform
completely commitment-free.

NURAL NURAL

RVICE ISP SFA

Sign Up for a Free Trial

No card now, No surprises later

Full Name ] [ Email
NS A
i N
+91 v } [ Enter Phone No.
N J
= =N
Organization

L )

By signing up your agree to our terms of service and privacy policy

NURAL NURAL NURAL

ASM CRM DMS

Figure 1 - Signup pages

Getting Started

STEPS

Enter your full name in <Full Name> field. Name cannot be
blank.

Enter your email in <Email> field. A valid email is required -
your login credentials will be sent to this address.

Select your country code from the dropdown (default <+91>)
and enter your mobile number in <Enter Phone No.> field.

Enter your organization name in <Organization> field.

By signing up, you agree to the <terms of service> and
<privacy policy>.

Click <FINISH SIGNING UP> to submit the details and create
your free trial account.

Your login credentials will be auto-delivered to your
registered email address; use them to log in to Nural Assets.



LOGIN PAGES

Login Page Description

STEPS
& N\
NURAL a Enter your registered email in <Enter Email> field. Email
ASSETS Welcome BaCkl cannot be blank.
Enter your details to login. 9 Enter your password in <Enter Password> field. Password

cannot be blank. Click the eye icon to show or hide the
EE Enter Email password.

%

Click <LOGIN> to sign in to your Nural Assets account.

Enter Password 10/ e
( e If you have forgotten your password, click <FORGOT
FORGOT PASSWORD? .
- ; PASSWORD?> to reset it.
Enterprise Asset & Operations ©
Ma nagement System 6 If you do not have an account yet, click <SIGN UP> to create

Nural Asset is an Enterprise Asset & Operations Management System that one.
helps organizations manage purchases, assets, inventory, maintenance, Don't have an account? SIGN UP | >

audits, and issues — all in one platform, with automation, workflows, and
full tracking from start to finish.

NURAL NURAL NURAL NURAL NURAL NURAL

SALES SERVICE |SE SFA ASM CRM

Figure 2 - Login pages (1 of 2)

Getting Started



LOGIN PAGES

Login Page Description

NURAL

ASSETS

Enterprise Asset & Operations
Management System

Nural Asset is an Enterprise Asset & Operations Management System that
helps organizations manage purchases, assets, inventory, maintenance,
audits, and issues — all in one platform, with automation, workflows, and
full tracking from start to finish.

NURAL NURAL

SALES SERVICE

NURAL

|SE

Welcome Back!

Enter your details to login.

Enter Email

Enter Password

| FORGOT PASSWORD? p

Don't have an account? SIGN UP

NURAL NURAL

SFA ASM

>

NURAL

CRM

Figure 3 - Login pages (2 of 2)

Getting Started

STEPS

Click <FORGOT PASSWORD?> on the login page.

The Forgot Password screen opens, asking you to enter your
email.

Enter your registered email in the <Enter Email> field.

Click <SEND OTP>. (To return to the login page instead, click
<BACK>.)

A One-Time Password (OTP) will be sent to your registered
email address.

Enter the OTP in the <OTP> field and click <SUBMIT OTP>.
You will be redirected to the Reset Password screen.

Enter your new password in the <New Password> field. It
must meet the password policy requirements.

Re-enter the same password in the <Confirm Password>
field.

Click <SUBMIT> to save your new password.



Masters and Settings

Set up the reference data the rest of Nural Assets runs on: departments,
locations, vendors, categories, code formats and approval workflows.

Masters Vendor Management
Notifications Meter

Company Info Form Builder
Location Brand

Workflow Category

Security Code Formats



MASTERS / DEPARTMENTS

Add New Department

] > SETTINGS » APPLICATIONSETTINGS » MASTERDATA ]

R
s\, ASSETS ""

| Q, SEARCH | @]

Master Data

Departments Localization Movements

Return Reasons Ticket Types

Units Depreciation

) DASHBOARD

*7 Purchase Select Ticket Type

Reports

Add Department A ]
% AssetManagement DeganlEN el DESCRIPTION
Enter Name Enter Description
Inventory '
Ticket LINKEDTO DEPARTMENT CODE
i
-nter Code

2 Audit Select Linked To a v ] Enter Code

Maintenance TICKET TYPE

) srans

ADD DEPARTMENT |

Search
[ Q Search by Department Name J [ Q Search by Department Code J [ Linked To v J
List O DELETE
DEPARTMENT NAME CODE LINKED TO DESCRIPTION STATUS ACTIONS
Marketing MRT TICKET, AUDIT - ACTIVE Vd
Audit XZWLID1Y AUDIT. TICKET - V4
Facilities XHOWNXJJ AUDIT Building and site services Va
A Profile
8 Settings IT Support IJR1QTSU AUDIT Hardware and software support m Vi
8 Billing Procurement INHOUCTQ - - Vi
(» Logout
Maintenance DEPT KIPMOY23 AUDIT. TICKET maintenance departments V4
Housekeeping FYUMBC4Q AUDIT Cleaning and upkeep [ IN-ACTIVE | Vi

Figure 4 - Add New Department

Masters and Settings

The Masters section is where you set up and maintain the core
reference data that the rest of Nural Assets relies on -
departments, localization, stock movements, return reasons, ticket
types, units, and depreciation methods. Configuring these masters
accurately at the outset keeps data consistent and reliable across
every module. Refer to the modules below for step-by-step
details.

STEPS

Go to: Settings » Application Settings - Master Data -
Departments.

Click Add Department to expand the entry panel.

In Department Name (mandatory), enter the name of the
department.

In Description, optionally describe the department's purpose.

From the Linked To dropdown, select the module(s) the
department applies to - for example, Ticket or Audit.

Enter a unique Department Code.

If the department is linked to Ticket, choose the applicable
Ticket Type from the dropdown, then use the Status toggle
to mark the department Active (default) or inactive.

Click ADD DEPARTMENT to save. The new department
appears in the List below.

10



MASTERS / DEPARTMENTS

View/Edit Departments

e\, ASSETS l<1

[ () DASHBOARD ]

Master Data

) !(L—L INGS > APPLICATIONSETTINGS » MASTERDA -1)

Departments Localization Movements ReturnReasons Ticket Types

Depreciation

o Activity Panel 1>

/' Export
EXPORTCSV

Columns

« B=
# Code

v

v =
v i

Department Nam=

Linked To
Description

v i Status

Add Department v
® AssetManagement
Search
1zl Inventory
( Q Search by Department Name St ¢ Department Code J [ Linked To v J ]
3 Ticket s
E] Audit
(3] Maintenance List [0 DELETE
J Purchase DEPARTMENT NAME CODE LINKEDTO DESCRIPTION STATUS onons
Reports Markeling MRT TICKET, AUDIT
Audit XZWLDWY AUDIT, TICKET - [ acTive ] V4
Facilities XHOWNXL AUDIT Building and site services [ IN-ACTIVE ] V4
IT Support IJRIQTSU AUDIT Hardware and software support (" IN-ACTIVE ] V4
Procurement INHOUCTQ - Purchasing and vendor liaison [ acTivE ] V4
Maintenance DEPT KJPMOY23 AUDIT. TICKET maintenance departments V4
Housekeeping FYUNSCLD AUDIT Cleaning and upkeep V4
Security R97QXTSS AUDIT, TICKET Access control and safety Va
Logistics EOONMDOUM AUDIT Transport and dispatch Vi
2, Profile
- o Finance XLPNXNIN AUDIT, TICKET Accounts and payroll ACTIVE V4
e Settings
- ( TOTAL RECORDS 126 | PAGE 1/13 ston: () 25 so0 100 saapToRRsT { PAGE1 ) JumpTOLAST Q ]
8 Billing
(> Logout

Figure 5 - View/Edit Departments

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Departments. The List displays all existing departments with
their Code, Linked To, Description, and Status.

To find a department, use Search by Department Name,
Search by Department Code, or the Linked To dropdown to
filter the list.

To edit a department, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete departments, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the column toggles to show or hide
columns (Department Name, Code, Linked To, Description,
Status), and click Export CSV to download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.

1



MASTERS / LOCALIZATION

Add New Localization

s\ ASSETS \<|

Q, SEARCH | | JA\ |
1) DASHBOARD |

C » SETTINGS D APPLICATION S

ETTINGS D ‘.-.,',t_,"-_--zu.‘.l,'.)

Master Data

partments Localization

Movements ReturnReasons TicketTypes Units Depreciation

(Add Localization

@ AssetManagement RS CODE
[zl Inventory enter o ] Enter Cod
&3 Ticket
STATUS
(5] Audit o
E Maintenance ADD LOCALIZATION '
\*? Purchase
5| Reports Search
[ Q Search by Localization Name ] [ Q Search by Localization Code ] [Status VJ
List 0 DELETE
NAME CODE STATUS ACTIONS
Incka IN ACTIVE
United States us
TestRegion TEST L IN-ACTIVE
TOTALRECORDS : 3 IPAGE1/1 ssow: @) 25 so0 100 swmpromast  PAGE1 D JuseToLasT Q
2 Profile
83 Settings
B Billing
[ Logout

“\

Figure 6 - Add New Localization

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Localization.

Click Add Localization to expand the entry panel.

In Name (mandatory), enter the name of the localization -
for example, India or United States.

In Code, enter a unique short code for the localization - for
example, IN or US.

Use the Status toggle to mark the localization Active
(default) or inactive.

Click ADD LOCALIZATION to save. The new localization
appears in the List below.

12



MASTERS / LOCALIZATION

View/EdIt

Localization

ss\. ASSETS |<'

| Q, SEARCH | A |
) DASHBOARD

& AssetManagement

[iz] Inventory

2 Ticket

& Audit

@) Maintenance
*7 Purchase

a| Reports

2 Profile
8 Settings

Billing

(> Logout

S

£y > 1 > APPY ' ( > TES
Master Data
Departments Localization Movements ReturnReasons

Add Localization

Ticket Types Units

Depreciation

JICE

Activity Panel

EXPORTCSV

) (o 2

List

NAME

India

United States

TestRegion

TOTALRECCORDS :3 IPAGE1/1

SHow:@ 25 50 100

00 DELETE
CODE STATUS ACTIONS
IN 7
us V4
TEST [ in-acTive ) V74
JumPToFRST € PAGET >  JUMPTOLAST uerore | Q

Figure 7 - View/Edit Localization

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Localization. The List displays all existing localizations with
their Code and Status.

To find a localization, use Search by Localization Name,
Search by Localization Code, or the Status dropdown to
filter the list.

To edit a localization, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete localizations, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Code, Status), and click EXPORT CSV
under Export to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.

13



MASTERS / MOVEMENTS

Add New Movement

() > sETTINGS ) APPLICATION SETTINGS )

Master Data

jepartments Localization Movements ReturnReasons Ticket Types

Units Depreciation

(Add Movement

MOVEMENT NAME *

@ Asset Management

MOVEMENT TYPE *

ﬁﬂ Inventory

)&
o@

] [Movemont Type v J [ Status

&3 Ticket
STATUS
(E Audit
(& Maintenance
‘\:—- Purchase
[&] Reports Search
[ a
List
MOVEMENT
Fixhiowe_tdZhN
Foviowve_\Walvt
Fixhiove_1Seih

PersistMove_cSBny

2 Profile MoveB_aBiyy
€ Settings Moved_WeyF
B8 Billing

MoweB_JZLaJ
(> Logout

MoveA_LHGxO

MOVEMENT TYPE

ADD

ADD

ADD

ADD

DRAN

8
3

z
I g ﬁ a ﬁ H ﬁ ﬁ
= = = = = =
< < < < = < =

O DELETE

ACTIONS

NS RO EATSH R BRSO S B B

Figure 8 - Add New Movement

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Movements.

Click Add Movement to expand the entry panel.

In Movement Name (mandatory), enter a name for the
movement.

From the Movement Type dropdown (mandatory), select the
type of movement - for example, Add or Draw.

Use the Status toggle to mark the movement Active (default)
or inactive.

Click ADD MOVEMENTS to save. The new movement appears
in the List below.

14



MASTERS / MOVEMENTS

View/Edit Movements

s\ ASSETS |<'

Qsemca | |

Master Data

DC‘p:’lTT.an'CS Localization

Movements ReturnReasons

Ticket Types Units Depreciation

Add Movement A
@ Asset Management MOVEMENT NAME * MOVEMENT TYPE *
E ~
[13] Inventory [ ] [ ]
&3 Ticket
STaTus
(E Audit
@ Maintenance ADD MOVEMENTS
‘E‘ Purchase
Reports Search
[ Q, Search b a ] [h'.ovementType v ] [ Status v ]
List 3 DELETE
MOVEMENT MOVEMENT TYPE STATUS ACTIONS
FixhNsove_tdZhN ADD ACTIVE Vd
FixNave_WalYb ADD
Fixhiowe_|Seih ADD ACTIVE Z
PersistMove_gSBny ADD CED 74
S Profile MoveB_aBiyy DRAW 4
& Settings MoveA_WouMF ADD Vi
£ Billing
MoveB_JZLaJ DRAW Vd
(> Logout
Mover_LHGxO ADD ACTIVE V4

Figure 9 - View/Edit Movements

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Movements. The List displays all existing movements with
their Movement Type and Status.

To find a movement, use Search by Movement Name, the
Movement Type dropdown, or the Status dropdown to filter
the list.

To edit a movement, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete movements, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Movement, Movement Type, Status), and click
EXPORT CSV under Export to download the list as an
Excel/CSV file.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.

15



MASTERS / RETURN REASONS

Add New Return Reason

ee\, ASSETS \<'

» £, >
u i V4 ST TINOO V4 MMEr I.Il.fnl N QET TTINO O 4 |“HD I EH U.Hla

, Master Data 4
‘ Q SEARCH \
Departments Localization Movements ReturnReasons TicketTypes Units Depreciation
Y DASHBOARD
( Add Return Reason /\)

o NAME *
& Asset Management o
m B Enter Name ] SIATUS o
12] Inventory - -

Ticket E :
X ADD RETURN REASON j
Audit
Maintenance Search

- [ Q Search Name ] [ Status v J
2 Profile
§3 Settings
B Billing List {J DELETE
> Logout NAME STATUS ACTIONS

Change location V4
v

Figure 10 - Add New Return Reason

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Return Reasons.

Click Add Return Reason to expand the entry panel.

In Name (mandatory), enter the name of the return reason -
for example, Change location.

Use the Status toggle to mark the return reason Active
(default) or inactive.

Click ADD RETURN REASON to save. The new return reason
appears in the List below.

16



MASTERS / RETURN REASONS

View/Edit Return Reasons

() > SETTINGS > APPLICATIONSETTINGS » MASTERDATA Activity Panel | >
Export
Search
EXPORT CSV
[ Q Search Name J [Status v ]
() DASHBOARD
Columns
—~ v i Name
& Asset Management List B DELETE e i
izl Inventory
NAME STATUS ACTIONS
9 ¢ Ticket
Change location
Audit
Maintenance exdtSompany 7
Y7 Purchase ReturnReason_zfgZj V4
Reports ReturnReason_VkXvs V4
ReturnReason_jzt\Wv V4
2 Profile
& Setti ActiveReason_CtbwV V4
ettings
& Billing InactiveReason_cLkwb [ IN-ACTIVE ] V4
(> Logout SearchReason_NUdgV V4
TOTALRECORDS : 8 | PAGE1/1 SHOW : @ 25 50 100 JUMPTOFIRST ¢ PAGE1 » JUMPTOLAST [ AP TOPAGE JQ

Figure 11 - View/Edit Return Reasons

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Return Reasons. The List displays all existing return reasons
with their Status.

To find a return reason, use Search by Name or the Status
dropdown to filter the list.

To edit a return reason, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete return reasons, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Status), and click EXPORT CSV under
Export to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.

17



MASTERS / TICKET TYPES

Add New Ticket Type

STEPS

4 N
1
| €Y > SETTINGS » APPLICATIONSETTINGS » MASTERDATA ) a Go to: Settings » Application Settings - Master Data -
oo \ Ticket Types.

. ASSETS ‘<'

Master Data o

(‘O\ SEARCH -\ ‘ JA \
| () DASHBOARD \ 2

@ AssetManagement NAME * CATEGORY

Enter Name
[12] Inventory 9 Enter Nam ] [Seiect Category o v ]

2 ¢ Ticket .
Audit o

Maintenance " ADD TICKET TYPE |

Click Add Ticket Type to expand the entry panel.

Departments Localization Movements ReturnReasons TicketTypes Units Depreciation

[ Add Ticket Type ~ ] In Name (mandatory), enter a name for the ticket type - for

example, Incident.

From the Category dropdown, select the category to group

the ticket type under.

Use the Status toggle to mark the ticket type Active
(default) or inactive.

\:io? Purchase

Click ADD TICKET TYPE to save. The new ticket type appears

Reports Search : :
in the List below.
[ Q Search Name ] [Status v ]
2 Profile
3 Settings
List ) DELETE
B Billing
> Logout NAME STATUS ACTIONS
v
. y,

Figure 12 - Add New Ticket Type

Masters and Settings 18



MASTERS / TICKET TYPES

View/Edit Ticket Types

N o {) > SETTINGS > APPLICATIONSETTINGS » MASTERDATA Activity Panel | >
e\, ASSETS ‘ <
Master Data Export
A - EXPORT CSV
Departments Localization Movements ReturnReasons TicketTypes Units Depreciation
{0} DASHBOARD
Add Ticket Type ™ Columns
'®) v i Name
& Asset Management
4 9 v i Status
Search
fi2] Inventory
[ Q Search Name J [Status VJ
&3 Ticket
Audit
Maintenance List O DELETE
\*7 Purchase NAME STATUS ACTIONS
Reports
P Tost %
@RS#WS# 4
A Profile
@3 Settings Incident /
B8 Billing TOTALRECORDS : 3 IPAGE1/1 SHOW:@ 25 50 100 JUMPTOFIRST ¢ PAGE1 » JUMPTOLAST ( JUMP TOPAGE ] Q
(> Logout

Figure 13 - View/Edit Ticket Types

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Ticket Types. The List displays all existing ticket types with
their Status.

To find a ticket type, use Search by Name or the Status
dropdown to filter the list.

To edit a ticket type, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete ticket types, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Status), and click EXPORT CSV under
Export to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to Page

to go to a specific page.

19



MASTERS / UNITS

Add New Unit

I

2

D [

@l

Q_ SEARCH

() DASHBOARD

Asset Management
Inventory

Ticket

Audit

Maintenance

ffY > SETTINGS > APPLICATIONSETTINGS > MASTERDATA )

Master Data

Departments Localization Movements ReturnReasons TicketTypes Units Depreciation

[ Add Unit

UNIT NAME * DESCRIPTION

9 Enter Name ] B

Enter Description ]

{ ADDUNITS |

\*7 Purchase
Reports Search

[ Q Search by Unit Name J [Status VJ
2 Profile
§3 Settings

List O DELETE
B Billing
& Logout NAME DESCRIPTION STATUS ACTIONS

PCS Per PCS V4

Figure 14 - Add New Unit

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data - Units.
Click Add Unit to expand the entry panel.

In Unit Name (mandatory), enter the name of the unit - for
example, PCS.

In Description, optionally describe the unit - for example,
Per PCS.

Use the Status toggle to mark the unit Active (default) or
inactive.

Click ADD UNITS to save. The new unit appears in the List
below.

20



MASTERS / UNITS

View/Edit Units

\
Q > SETTINGS > APPLICATIONSETTINGS > MASTER DATA Activity Panel 1>
Master Data Export
| Q SEARCH J | A |
———————————" ~—— T : : o = RTCSV
) Departments Localization Movements ReturnReasons TicketTypes Units Depreciation ARe s
| {1} DASHBOARD \
Add Unit v Columns
¥ i Name
& AssetManagement -
¥ i Description
Search

[13] Inventory v  Status
2 Tick [ Q Search by Unit Name ] [Status v ]

icket
Audit
Maintenance List O DELETE
+
Y Purchase NAME DESCRIPTION STATUS ACTIONS

Reports
P PO Per PCS

_ test 111 desc ggf
2 Profile
€3 Settings test] = 4
[» Logout
Unit Unit per piece 4
Kwh KWh z P

Figure 15 - View/Edit Units

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data - Units.
The List displays all existing units with their Description and
Status.

To find a unit, use Search by Unit Name or the Status
dropdown to filter the list.

To edit a unit, click the edit (pencil) icon in the Actions
column of its row, update the fields, and save your changes.

To delete units, select the checkbox(es) beside the required
rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Description, Status), and click EXPORT
CSV under Export to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.

21



MASTERS / DEPRECIATION

Add New Depreciation Method

:: . ASSETS ‘ <| Your subscription will

\ f
1

Q_ SEARCH A

-_T

() D> SETTINGS > APPLICATIONSETTINGS > MASTER DATA)

==

expire on June 29, 2027. Please contact sales@nuraltech.com to renew and avoid any interruption of service

(Y DASHBOARD Departments Localization Movements ReturnReasons TicketTypes Units Depreciation A
e
HOW IT WORKS
®) AssetManagement ¢ Methods — Add SLM or WDV methods (code, name, optional residual %, life, rate).
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Figure 16 - Add New Depreciation Method

Masters and Settings

STEPS

Go to: Settings » Application Settings - Master Data -
Depreciation.

Click Add Depreciation Method to expand the entry panel.

In Code (mandatory), enter a unique code for the method -
for example, WDV_CORP.

In Name (mandatory), enter a name for the method - for
example, Corporate WDV 40%.

From the Method Type dropdown (mandatory), select the
type - Straight Line - SLM or Written Down Value - WDV.

In Residual % (optional), enter the residual value percentage
- for example, 5.
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Add New Depreciation Method
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Masters and Settings

STEPS, CONTINUED

In Useful Life Years (optional), enter the useful life in years -
for example, 5.

In Rate % (optional), enter the depreciation rate. For
SLM/WDV you can leave this blank - the rate is derived
automatically when Residual % and Useful Life are both set.

In Description, optionally add a policy note.

Use the Pro-Rata (Days/365) toggle to enable day-based
(days/365) pro-rata depreciation.

Use the Status toggle to mark the method Active (default) or
inactive.

Click ADD DEPRECIATION METHOD to save. The new method
appears in the Depreciation methods list below.
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View/Edit Depreciation Methods

STEPS
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Masters and Settings

24



NOTIFICATIONS
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Figure 18 - Notifications

Masters and Settings

The Notifications module lets you control how Nural Assets keeps
you informed - choosing the channels through which notifications
are delivered and the types of events you are alerted about.
Notification settings are maintained under Settings - Application
Settings » Notifications and apply to your account.

STEPS

0 Go to: Settings » Application Settings - Notifications.

e Under Notification Preferences, choose how you want to
receive notifications: toggle Email Notifications to receive
notifications via email, SMS Notifications to receive them via
SMS, and Push Notifications to receive them in your browser.

e Under Notification Types, choose which events you are
alerted about: Asset Alerts (asset-related events),
Maintenance Reminders (scheduled maintenance), Low
Stock Alerts (low inventory), and Ticket Updates (support
ticket updates).

Use each toggle to turn a preference or type on or off.

Click SAVE CHANGES to apply your notification settings.
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Figure 19 - Company Info

Masters and Settings

The Company Info module is where you record your organisation's

core profile - its basic identification, primary contact, registered

address, regional preferences, and branding. These details identify

your organisation across Nural Assets and drive locale-dependent

behaviour such as currency, date format, financial year, and

number grouping. Company information is maintained under

Settings » Company Info.

STEPS

Go to: Settings » Company Info.

Under Basic Information, enter your Organization Name
(mandatory), and optionally the CIN, GSTIN / Tax ID, and
PAN.

Under Primary Contact, enter the Primary Contact Name,
Primary Contact Email, and Primary Contact Phone.

Under Registered Address, enter the PIN Code, select the
Country, State, and City from their dropdowns, and enter
Address Line 1 and Address Line 2.

Under Regional Settings, select the Time Zone, Locale /
Default Language, Currency, Date Format, and Number
Format, and optionally the Financial Year Start Month.

Under Branding, click Choose Logo to upload your
organisation's logo (PNG, JPG, or GIF, up to 10 MB).

Click SAVE SETTINGS to save your company information. (To
discard your changes, click CANCEL.)
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Add Location
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Figure 20 - Add Location

Masters and Settings

The Location module lets you define the physical or logical
locations used across Nural Assets - such as offices, warehouses,
or sites - and arrange them into a parent-child hierarchy. Each
location captures a Name and Code, optional geo-coordinates,
primary and alternate heads, and a full address, and is maintained
under Settings - Organization - Location. Locations are used to
track where assets are held and managed across the system.

STEPS

0 Go to: Settings » Organization - Location, then open the
Create tab.

In Location Name (mandatory), enter a name for the location
- for example, Delhi.

From the Parent Location dropdown, optionally select a
parent location to place this location under in the hierarchy.

In Location Code, optionally enter a unique code for the
location.

In Latitude and Longitude, optionally enter the location's
geo-coordinates.

In Description, optionally describe the location.
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Figure 20 - Add Location

Masters and Settings

STEPS, CONTINUED

From the Primary Head and Alternate Head dropdowns,
optionally select the users responsible for the location.

From the Country, State, and City dropdowns, select the
location's geography.

In Address, enter the street address, and in Postal Code,
enter the postal/PIN code.

Use the Status toggle to mark the location Active (default)
or inactive.

Click ADD LOCATION to save. The new location appears in
the List under the View tab.
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View/Edit Locations
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Figure 21 - View/Edit Locations

Masters and Settings

STEPS

Go to: Settings » Organization - Location, then open the
View tab. The List displays all existing locations with their
Location Code, Parent Location, Status, and Inventory
Location Status.

To find a location, use Search by Location Name, Search by
Location Code, or the Status dropdown to filter the list.

To edit a location, click the edit (pencil) icon in the Action
column of its row, update the fields, and save your changes.

To delete locations, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Location Name, Location Code, Parent
Location, Status, Inventory Location Status), and under
Export click EXPORT CSV or EXPORT PDF to download the
list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 22 - Create Workflow

Masters and Settings

The Workflow module lets you define approval workflows for asset

requests in Nural Assets - specifying which role approves a given

form, location, and category - and then track and act on the

resulting approval requests. Workflows are maintained under

Settings » Organization - Workflow, which provides four tabs:

View Workflow, Create Workflow, My Approvals, and All Approvals.

STEPS

Go to: Settings » Organization - Workflow, then open the
Create Workflow tab.

In Step 1 - Base Configuration, enter a name for the
workflow in Workflow Name (mandatory).

From the Workflow Role dropdown (mandatory), select the
role that will approve requests under this workflow.

From the Form dropdown (mandatory), select the form the
workflow applies to.

From the Asset Location dropdown, optionally select the
location the workflow applies to.

From the Category dropdown, optionally select the asset
category the workflow applies to.

Click NEXT to proceed to the next step and complete the
remaining workflow configuration.
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Figure 23 - View Workflow

Masters and Settings

Go to: Settings » Organization - Workflow, then open the
View Workflow tab. The List displays all existing workflows
with their Name, Form, Role, Min Price, Max Price, Request
Type, Activity Type, Workflow Applicable, and Status.

To find a workflow, use Search Assets, the All Forms
dropdown, or the All Roles dropdown, or click More Filters
for additional filter options.

To edit a workflow, click the edit (pencil) icon in the Action
column of its row, update the configuration, and save your
changes.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Form, Role, Min Price, Max Price,
Request Type, Activity Type, Workflow Applicable, Status),
and click EXPORT CSV under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 24 - My Approvals

Masters and Settings

STEPS

Go to: Settings » Organization - Workflow, then open the
My Approvals tab. The List displays the workflow approval
requests assigned to you, with their Name, Form, Requested
By, Status, Created At, Last Updated, Rejection Reason, and
Comments.

To find a request, use Search Workflows, the All Forms
dropdown, the Requested By dropdown, or the All Status
dropdown, then click SEARCH. Click CLEAR FILTERS to reset
the filters.

Review each request and act on it - approve or reject - from
the Action column, adding a comment or rejection reason
where required.

In the Activity Panel, use the Columns options to show or
hide columns (Name, Form, Requested By, Status, Created
At, Last Updated, Rejection Reason, Comments), and click
EXPORT CSV under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 25 - All Approvals

Masters and Settings

STEPS

° Go to: Settings » Organization - Workflow, then open the All
Approvals tab. The List displays all workflow approval
requests across users, with their Name, Form, Requested By,
Status, Created At, Last Updated, Rejection Reason, and
Comments.

e To find a request, use Search Workflows, the All Forms
dropdown, the Requested By dropdown, or the All Status
dropdown, then click SEARCH. Click CLEAR FILTERS to reset
the filters.

e Review the status and history of any approval request,
including its Rejection Reason and Comments.

e In the Activity Panel, use the Columns options to show or
hide columns (Name, Form, Requested By, Status, Created
At, Last Updated, Rejection Reason, Comments), and click
EXPORT CSV under Export to download the list.

e Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 26 - Security

Masters and Settings

The Security module is where you configure account and access

security for Nural Assets - the password policy, session timeout,
two-factor authentication, and audit logging. These settings help

protect your data and support compliance requirements. Security

settings are maintained under Settings - Security.

STEPS

Go to: Settings - Security.

Under Security Settings, from the Password Policy
dropdown, select the password strength requirement - for
example, Strong (8+ characters, mixed case, numbers).

In Session Timeout (Minutes), enter the number of minutes
of inactivity after which users are automatically logged out -
for example, 30.

Use the Two-Factor Authentication toggle to enable or
disable an extra layer of security at login.

Use the Audit Logging toggle to enable or disable logging of
all user activities for compliance.

Click SAVE CHANGES to apply your security settings.
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Figure 27 - Add Vendor

Masters and Settings

The Vendor Management module lets you maintain the vendors
you procure assets and services from in Nural Assets - capturing
each vendor's contact person, tax identifiers (PAN and GST), and
address. Vendors are maintained under Settings - Vendor, which
provides View and Create tabs, and are used across purchase and
asset records.

STEPS

0 Go to: Settings » Vendor, then open the Create tab.
In Vendor Name (mandatory), enter the vendor's name.

In Vendor Code, optionally enter a unique code for the
vendor.

In Contact Person Name (mandatory), enter the name of the
vendor's contact person.

In Email (mandatory), enter the contact person's email
address.

In Contact Person Number (mandatory), enter the contact

person's phone number.
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Figure 27 - Add Vendor

Masters and Settings

STEPS, CONTINUED

0 In PAN Number (mandatory), enter the vendor's PAN.
In GST Number (mandatory), enter the vendor's GSTIN.

In Pincode, enter the vendor's PIN code, then select the
State and City from their dropdowns.

In Address Line 1 and Address Line 2, enter the vendor's
address.

Use the Status toggle to mark the vendor Active (default) or
inactive.

Click ADD VENDOR to save. The new vendor appears in the
List under the View tab.
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View/Edit Vendors
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METER

Create Meter Type

The Meter module lets you define the meter types used to track
utility and asset consumption in Nural Assets - such as electricity,
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Inventory

tab.
Enter Name [ SELECT o < ]

In Meter Type Name (mandatory), enter a name for the

Ticket DESCRIPTION

: ENTER DESCRIFTION o meter type - for example, Electricity.
Audit :NTER DESCRIPTION... R

o STATUS . Q)
Maintenance

b _J
Purchase o
= " CREATE METERTYPE |

From the Unit dropdown (mandatory), select the unit of

AN i N 5 Y )

measure for the meter type - for example, KWh.

]
o

1

In Description, optionally describe the meter type.

2 Profile
Use the Status toggle to mark the meter type Active
§3 Settings . .
S (default) or inactive.
(> Logout

Click CREATE METER TYPE to save. The new meter type
appears in the List under the View tab.

Figure 29 - Create Meter Type
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METER

View/Edit Meter Types

. N

Qe (8

{1) DASHBOARD

|

Asset Management
Inventory

Ticket

Audit

Maintenance

@ D @

Purchase

Profile

o
m
§3 Settings

(> Logout

ik

SETTINGS )

Meter Type

View Create Meter

Search

UTILITY

>

METER

Activity Panel >

Export
EXPORTCSV

Columns

[ Q Search MeterType Name

] [ Status

v ] [SELECT UNIT

No Data Available

JUMPTO <

TOTALRECORDS : 0 IPAGE1/1  SHOW @ 25 50 100 ok

PAGE
GE

JUMPTO
LAST

v
v
v

( JUMP TOPAGE JQ

v i Meter Type
o ] ¥p
i Description
= UNIT

i Status

Figure 30 - View/Edit Meter Types

Masters and Settings

STEPS

Go to: Settings -» Utility > Meter, then open the View tab.
The List displays all existing meter types with their Meter
Type, Description, Unit, and Status.

To find a meter type, use Search MeterType Name, the
Status dropdown, or the Select Unit dropdown to filter the
list.

To edit a meter type, click the edit (pencil) icon in the Action
column of its row, update the fields, and save your changes.

In the Activity Panel, use the Columns options to show or
hide columns (Meter Type, Description, Unit, Status), and
click EXPORT CSV under Export to download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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FORM BUILDER

View Form Templates

The Form Builder module lets you customise the Add forms for the
three core entities in Nural Assets - Asset, Inventory Item, and

N
e () > SETTINGS > FORMBUILDER Ticket - so you can add, remove, reorder, and configure the fields
o A'S‘:SETS ‘ <l captured when creating each record. Form templates are
.. - . . . . .
maintained under Settings - Form Builder, where each template is
S -
\ & ) LUl organised into sections and fields. Changes saved here apply
dynamically to the corresponding Add form across the system.
‘ {2 DASHBOARD Search
[ Q Search Form Name } [Entity Type v ] STEPS
@ AssetManagement
Elinentor] 0 Go to: Settings » Form Builder. The List displays the
Is
List available form templates - Default Add Asset Form, Default
et 9 Ticket FORM NAME NUMBER OF SECTION LAST MODIFIED ACTIONS Add Inventory Item Form, and Default Add Ticket Form -
i with their Form Name, Number of Section, Last Modified
Auctt Default Add Asset Form 4 6/29/2026, 7:25:12 AM V4 .
Ml tenance date, and Actions.
Default Add Inventory Item Form 2 3/15/2026, 12:00:00 AM 4
(] Purchase e To find a template, use Search by Form Name or the Entity
= : Default Add Ticket Form 1 6/29/2026, 4:03:19 AM V4 Type dropdown to filter the list.
2 Profile : : : gy i :
To customise a template, click the edit (pencil) icon in the
€3 Settings Actions column of its row to open it in the form editor.
[» Logout
J/

Figure 31 - View Form Templates
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FORM BUILDER

—dita Form Template

[Q SEARCH \

G

Asset Management

Inventory
Ticket
Audit

Maintenance

C & @[ & &

Purchase

9
(-]

1

2 Profile
f3 Settings

[> Logout

d) D> SETTINGS ) FORM BUILDER

> ADDASSET )

S ASSETS | <

‘ {0} DASHBOARD
/

Default Add Asset Form

Sections

i Basic Information :

i¥ Purchase Information

i Warranty Information

o i Assignment Information

.

( ADD SECTION )

o( ADD FIELD -+ )

Basic Information

A ASSET NAME

‘= BRAND

:= LOCATION

(o

RESET TO ‘ Core Control
DEFAULT ( SAVE ) ontrol®
FIELDTYPE ®
[ TEXT BOX Ov ]
A ASSETCODE LABEL @
‘= CATEGORY 6 Serial Number l
i A HSNCODE EE HINT TEXT ©

i~

A Serial Number
-

Ch

. = e TATHIS ik gsi Enter Serial Number '

¥ ASSET IMAGE

DEFAULT VALUE ®

M—

DISABLED BY DEFAULT? ®

REQUIRED? (®

Figure 32 - Edit a Form Template

Masters and Settings

STEPS

Go to: Settings - Form Builder and click the edit (pencil)
icon of the template you want to customise - for example,
Default Add Asset Form. The form editor opens, showing the
Sections panel on the left, the selected section's fields in
the centre, and the Core Control panel on the right.

In the Sections panel, click a section to display its fields in
the centre. The Default Add Asset Form is organised into
Basic Information, Purchase Information, Warranty
Information, and Assignment Information.

To add a section, click ADD SECTION and enter its name. To
reorder sections, drag a section by its handle; to rename or
delete a section, use its three-dot menu.

To add a field to the selected section, click ADD FIELD. The
new field is added to the section and can then be
configured.

Click a field to select it - its settings open in the Core
Control panel on the right. Each field shows an icon for its
type (text, dropdown, or image).

In Core Control, from the Field Type dropdown, select the
field's input type - for example, Text Box.
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FORM BUILDER

—dita Form Template

STEPS, CONTINUED

\
oﬁ T e ) a In Label, enter the field's on-screen label - for example,
Serial Number.
Default Add Asset Form
e In Hint Text, enter the placeholder text shown inside the
o o ‘ empty field - for example, Enter Serial Number.
- Secti K RESET TO Core Control
{1} DASHBOARD Sections ADD FIELD -} O SEFAULT SAVE ore Control ®
In Default Value, optionally enter a value that is pre-filled
= © oot s el p
when the form opens.
& AssetManagement ) Basic Information [TEXTBOX OV ]
i Purchase Information ¢
[12] Inventory A ASSET NAME A ASSET CODE LABEL ® @ Use the Disabled by Default? toggle to make the field
_ i Warranty Information : read-only, and the Required? toggle to make it mandatory on
¢ ¢ Ticket ‘= BRAND ‘= CATEGORY Serial Number
the Add form.
: i Assignment Information : _
Audit & ) ‘= LOCATION i A HSNCODE 5 HINT TEXT @
Mo enanae ( ADDISECTION ) . o 0 . @ To reorder fields within a section, drag a field by its handle.
- = A coralNGTBer T : | == status ol & Enter Serial Number To remove a field, click the delete (trash) icon on it. Core
o
e Purchase fields that have no delete icon cannot be removed.
— _ R SSETINACE DEFAULT VALUE ®
o Brofi b @ Click SAVE to apply your changes; the updated sections and
rofile
= fields appear on the corresponding Add form across the
@ Settings DISABLED BY DEFAULT? ® system. To restore the template to its original configuration,

[® Logout click RESET TO DEFAULT.

REQUIRED? (®

Figure 32 - Edit a Form Template
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BRAND

Add Brand

\
"B {) > SETTINGS > ASSET ) BRANDS
se\, ASSETS ‘ <1
Q SEARCH I \ Bragds
. View |AddBrand
{) DASHBOARD J
Add Brand

o)
/gL sct Managenicnt BRAND NAME * BRAND CODE
1z] Inventory 6 Enter Name I g; Enter Code l
0 ¢ Ticket o
& Audit STATUS
Maintenance -

( ADD BRAND )
*] Purchase '
—/
L Profile
§3 Settings
[» Logout

J

Figure 33 - Add Brand

Masters and Settings

The Brand module lets you maintain the brands of assets in Nural
Assets - for example, Samsung, Dell, or Apple - each defined by a
Brand Name and an optional Brand Code, with an Active or inactive
status. Brands are maintained under Settings - Asset » Brands,
which provides View and Add Brand tabs, and are used to classify
assets by brand across the system.

STEPS

0 Go to: Settings » Asset - Brands, then open the Add Brand
tab.

In Brand Name (mandatory), enter the name of the brand -
for example, Samsung.

In Brand Code, optionally enter a unique code for the brand.

Use the Status toggle to mark the brand Active (default) or
inactive.

Click ADD BRAND to save. The new brand appears in the List
under the View tab.
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BRAND

View/Edit Brands

s\ ASSETS ’ <

(1) DASHBOARD

———

Asset Management

D ®

Inventory
Ticket

Audit

@ [

Maintenance

@D

Purchase

G
L1

Reports

Profile

O
~™
£ Settings

(®» Logout

Q > SETTINGS > ASSET ) BRANDS Activity Panel >
Brands EXpolt
View AddBrand
Search Columns
[ Q Search Brand Name ] [ Q Search Brand Code ] [Status vJ G
v i BrandCode
v i Status
List O DELETE
BRAND BRAND CODE STATUS ACTIONS
Samsung JBEUB4RT d
Motorela OOLRGBX8 4
Realme TKLICCPO 4
Xigomi RUYDB4KD a
Lenovo 6IKDOKKS 4
Dell OUZEVN3L 4
Apple 3LBHEUGE 74
TOTALRECORDS: 7 | PAGE1/1 SHDW-@ 25 50 100 JumpTOFRST { PAGE1 ) JUMPTOLAST Q

Figure 34 - View/Edit Brands

Masters and Settings

STEPS

Go to: Settings » Asset - Brands, then open the View tab.
The List displays all existing brands with their Brand Code
and Status.

To find a brand, use Search Brand Name, Search Brand Code,
or the Status dropdown to filter the list.

To edit a brand, click the edit (pencil) icon in the Actions
column of its row, update the fields, and save your changes.

To delete brands, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Brand, Brand Code, Status), and click EXPORT
CSV under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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CATEGORY

Add New Category

The Category module lets you classify assets into logical groups -
such as Laptop, Networking, or Heavy Duty - and arrange them

*\
| () > SETTINGS > ASSET > CATEGORY into a parent-child hierarchy. Each category captures a Name, an
.“‘_-.. héSETS I <l auto-generated Code, an optional Description, an optional Parent
= Category, and a Status, and is maintained under Settings - Asset -
Q SEARCH Ca&]m‘/ Category. Categories are used to organise and report on assets
) View [Create Category across the system.
) DASHBOARD
STEPS
Add Category
@ Asset Management CATEGORY NAME * CATEGORY CODE
6 e R B ] 0 Go to: Settings » Asset - Category, then open the Create
~ nter Name
il Inventory y Category tab.
2 ¢ Ticket CATEGORY DESCRIPTION PARENT CATEGORY
Audit Enter Description [Select Parent Category o v ] 9 In Category Name (mandatory), enter a name for the
category - for example, Laptop.
Maintenance ’
( W
R STATUS \J/ e The Category Code is generated automatically and cannot be
o | edited.
o : 4 -
o Profile [ ADD CATEGORY )
83 Settings | - e In Category Description, optionally describe the category.
B Billing .
e From the Parent Category dropdown, optionally select a
(> Logout parent category to place this category under in the
hierarchy.
J .
e Use the Status toggle to mark the category Active (default)
or inactive.
Figure 35 - Add New Category
0 Click ADD CATEGORY to save. The new category appears in

the List under the View tab.

Masters and Settings 45



CATEGORY

View/Edit Categories

STEPS
4 N
\. e ’ < i i Activity Panel 1> ° Go to: Settings - Asset - Category. The List displays all
o existing categories with their Category, Category Code,
‘ SEARCH ] -Q. | Category Spor d .
= Parent Category, Status, and Description.
View Create Category
{2} DASHBOARD p—i ) .
Search Golumns e To find a category, use Search Category Name, or filter the
@ Asset Management [ Q Search Category Name ] [Parcnt Category v] [Status v] - Y list by the Parent Category and Status dfOdeWﬂS.
v # Category Code
Inventory v i ParentCategory . . . oy .
—_— = e To edit a category, click the edit (pencil) icon in the Actions
icke . -
i List 5] 212 v i Description column of its row, update the fields, and save your changes.
ual
CATEGORY CATEGORY CODE PARENT CATEGORY STATUS DESCRIPTION ACTIONS
o) Maintenance . .
e Hoawy Dty T i e _ 7 e To delete categories, select the checkbox(es) beside the
) required rows and click Delete.
Reports Laptop AST-00001 - ACTIVE - 4
& ENSTIS - - Z e In the Activity Panel, use the Columns options to show or
2324235346546 JWMCAPLE - - 4 hide columns (Category, Category Code, Parent Category,
o oDt P acTive ) 2 Status, Description), and click EXPORT CSV under Export to
o —— _ P download the list as an Excel/CSV file.
o, Profil - . P
. = et e & e Use the pagination controls at the bottom to set records per
Settings .
_‘“” Test BESNSNNK [ ACTIVE 4 page (10/25/50/100) and navigate pages, or use Jump to Page
B Billing e pe
£ ‘Lugait Networking 924TRDBK [ ACTIVE } Routers, switches, and cabling 7 to go to a SpelelC page.
Ergonomic Chairs RLT2UNRM IT Hardware [ aCTIVE ] Adjustable high-back office chairs 4
- —\ ~ J

Figure 36 - View/Edit Categories
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CODE FORMATS

Add Code Format

The Code Formats module lets you define how record codes are
automatically generated for each module - such as Asset, Ticket,

\

NE | () > SETTINGS > ASSET ) CODEFORMATS Audit, Inventory, Category, and Brand. Each format combines an

oo\ = <I : : :

S5\ ASSETS optional Prefix, one or more Included fields (for example
(o) %FWmats Department, Location, or Category), and an auto-incrementing

S
view | Add Code Format Running Number, joined by a Separator, and can be previewed
DASHBOARD . . . .
- before saving. Code formats are maintained under Settings - Asset
Add Code Format
- Code Formats.

@ AssetManagement MODULE * INCLUDE

Inventory [Se!ect Module e v ] [SELECT AN OPTION e v ]

TEP

Ticket RUNNING NUMBER * STARTING NUMBER S S
2 Audit l SELECT AN OPTION g v '° eg ]
5] Maintenance PREFIX CODE PREVIEW (READ-ONLY) a GO tOZ Sett|ngs % Asset é COde Formats, then Open the Add

J Purchase a EG, AST, PO ] ° ] Code Format tab.
Reports SEPERATOR * o
[SELECTAN OPTION o > ] STATUS @

ADD CODE FORMAT

From the Module dropdown (mandatory), select the module

the code format applies to - for example, Asset or Ticket.

From the Include dropdown, optionally select the field(s) to

embed in the code, such as Department, Location, or
Category.

Profile

-
3 Settings
& Billing From the Running Number dropdown (mandatory), select the

(> Logout number of digits for the auto-incrementing running number

7

- for example, 5 digits.

\.

In Starting Number, optionally enter the number the running

sequence should begin from - for example, 1.
Figure 37 - Add Code Format
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CODE FORMATS

Add Code Format

se\ ASSETS | S

)
== (g
o

)

Inventory

Ticket

Maintenance

T @ @ 3

G

Reports

L Profile
3 Settings
B Billing

(» Logout

\.

Purchase a

(Y} > SETTINGS > ASSE

(‘o Formats

View | Add Code Format
Q DASHBOARD
7
e — Add Code Format
® AssetManagement MODULE *

I

> CODE FORMATS

INCLUDE

( Select Module

v ] [SELECT AN OPTION

RUNNING NUMBER *

STARTING NUMEER

PREFIX

Audit l SELECT AN OPTION g S '9

CODE PREVIEW (READ-ONLY)

E.G,AST, PO

)0

SEPERATOR *

[ SELECT AN OPTION

] STATUS
v

ADD CODE FORMAT

Figure 37 - Add Code Format

Masters and Settings

STEPS, CONTINUED

In Prefix, optionally enter a prefix for the code - for example,
AST or PO.

Review the Code Preview (read-only), which shows a live
preview of the resulting code format.

From the Separator dropdown (mandatory), select the
character used to join the parts of the code.

Use the Status toggle to mark the code format Active
(default) or inactive.

Click ADD CODE FORMAT to save. The new code format
appears in the List under the View tab.
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CODE FORMATS

View/Edit Code Formats

= () > SETTINGS ASSET > CODEFORMATS
e\ ASSETS ‘ <L
View AddCode Format
’ {1} DASHBOARD
—_
Search
@ AssetManagement [ O\ Search Module / Field ] [Module V] [Status V]
M Inventory
Ticket
B List ) DELETE
Audit
MODULE FORMAT INCLUDE RUNNING NUMBER STATUS ACTION
(@) Maintenance
s TICKET department-location-category-00001 department,location,category 5 digits 4
CJ Purchase
Reports | CATEGORY AST-category-00003 category 5digits
| auprT AUD-location-114 location 3 digits 4
2 Profile
w | BRAND BR-00105 - 5 digits 4
§3 Settings
" | INVENTORY IN/location/00004 location § digits 4
B Billing
| ASSET AST-category-00031 category 5 digits ACTIVE 4
(> Logout

Activity Panel >
Export
EXPORT CSV

Columns

« : Module

« i Format

v i Include

+ i Running Number

« i Status

Figure 38 - View/Edit Code Formats

Masters and Settings

STEPS

Go to: Settings » Asset - Code Formats. The List displays all
existing code formats with their Module, Format, Include,
Running Number, and Status.

To find a code format, use Search Module / Field, or filter
the list by the Module and Status dropdowns.

To edit a code format, click the edit (pencil) icon in the
Actions column of its row, update the fields, and save your
changes.

To delete code formats, select the checkbox(es) beside the
required rows and click Delete.

In the Activity Panel, use the Columns options to show or
hide columns (Module, Format, Include, Running Number,
Status), and click EXPORT CSV under Export to download
the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to Page
to go to a specific page.
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People and Access

Add your team, decide what each role can see and do, and print the labels that
tie physical assets to their records.

People

Barcode & QR Code Templates
Roles & Permissions

User Activity Logs

Login Activity
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PEOPLE

Add User

\.

() > SETTINGS > PEOPLE

% ASSETS ‘<'

1
[Q SEARCH \ ‘ /A Peale
View |AddUser| Bulk Import

' () DASHBOARD

Add User
@ Asset Management NAME * EMAIL*
ﬁﬂ Inventory 9 Enter Name ) B Enter Emaill ﬂ
&8 Ticket DEPARTMENT * SELECT ROLE *
P _‘ T—
Audit [ Select department o v [ Select Role o v ‘n
)
Maintenance MUST CHANGE PASSWORD LOCATION
1
\.:_07 Purchase [YES o v [ SELECT o v ﬁ
— J —
Reports 0 _ (5
DEPARTMENT HEAD (%) STATUS .)
2 Profile PASSWORD *
£ Settings @ Enter Password ® ]
B Billing 0 (
SUBMIT)
(> Logout _

Figure 39 - Add User

People and Access

The People module lets you manage the users who can access
Nural Assets. Each user record captures a Name, Email,
Department, Role, Location, and Status, and controls the user's
sign-in and permissions. You can add users one at a time, review
and edit existing users, or import many users at once from a
spreadsheet. The People module is maintained under Settings -
People.

STEPS

0 Go to: Settings » People, then open the Add User tab.

In Name (mandatory), enter the user's full name.

used for sign-in and notifications.

From the Department dropdown (mandatory), select the
user's department.

that defines the user's permissions.

From the Must Change Password dropdown, select Yes to

require the user to set a new password at first login, or No
to keep the assigned password.

In Email (mandatory), enter the user's email address; this is

From the Select Role dropdown (mandatory), select the role
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PEOPLE

Add User

STEPS, CONTINUED

() > SETTINGS > PEOPLE

B a From the Location dropdown, optionally select the user's

se\ ASSETS ‘<I location.

Il Pegnle
Q_ SEARCH /A 6
e Use the Department Head toggle to mark the user as the

Vi Add U Bulk | t :
' () DASHBOARD e El s head of their department (off by default).
AddUser e Use the Status toggle to mark the user Active (default) or
& Asset Management NAME EMAIL inactive.
ﬁﬂ Inventory 9 Enter Name ) B Enter Emall ﬂ
S Ticket EPARTVENTS SlECTROlES @ In Passzord (mand-atory), enter an |n-|t|al password for the
T ) = user; click the eye icon to show or hide what you type.
Audit [ Select department o v [ Select Role o v ‘n
Vv
Maintenance MUST CHANGE PASSWORD LOCATION @ Click SUBMIT to save. The new user appears in the List
X
*7 Purchase [YES o v [ SELECT o v } under the View tab.

>
Reports (5 J (9
DEPARTMENT HEAD STATUS .)

2 Profile PASSWORD *

£ Settings @ Enter Password ® ]

6 Billing 0
SUBMIT)
(> Logout (

\. /

Figure 39 - Add User
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PEOPLE

View/Edit Users

= ) > SEeTTMGS > PEOPLE
% ui < : Activity Panel 1>
es\, ASSETS
[ ) ] People 2
Q SEARCH J [ o P
—_— : EXPORTCSV
View AddUser Bulkimport
| () DASHBOARD W
Columns
—_— Search
. v i Name
3, Asset Management [ Q Name | E ] [ Department v ] [ Status v ] v |2l Emall
| Inventory + | i Role
a Ticket + & Department
List O DELETE « # Depantment Head
Audit
+ I LocatonName
) NAME EMAIL ROLE DEPARTMENT DEPARTMENT HEAD LOCATION NAME STATUS LASTLOGIN ACTIONS
Maintenance ¥ i Status
*7 Purchase test testing@gmail com Assel Manager Marketing No Head Office 4 v i Lastlogin
3| Reports Kuku Auditor kuku.nuraltech@gmail.com Auditor Rola Audit No Head Office 29/05/2026 . 09:47 AM
tast test1234@gmad.com Assignea testa No - - Va
KukkuMNT ramprawesh8511@amail.com Maintenance Role Maintenance DEPT No Head Office 20/05/2026 . 07:06 AM Vi
Kuiku support@gmail.com Assignea m No Head Office - V4
Ram littlestarstands@gmail.com Assignza m No Head Office 01/06/2026 . 0834 AM Va
Test user testli@gmai.com Test Depts_LIOGf No Head Office - Z
Kukku Kukkul@gmail com Manager Logisties Yes HO - 4
S Profile Ramadmaviewonly adminvewenly@gmail com AcminViewOnly i No - D5/05/2025 , 11:39 AM 4
@ Settings TestingTecnl tech@gmail com TeehnicianLl m No - 080512026, 08:34 AM Vi
B Billing
TOTALRECCRDS : 19 1PAGE 12 SHOW : @ 25 50 100 sumpToFRsT < PAGET1 D> JUMPTOLAST Q
(> Logout

Figure 40 - View/Edit Users

People and Access

STEPS

Go to: Settings » People. The List displays all existing users
with their Name, Email, Role, Department, Department Head,
Location Name, Status, and Last Login.

To find a user, use Search Name / Email, or filter the list by
the Department and Status dropdowns.

To edit a user, click the edit (pencil) icon in the Actions
column of its row, update the fields, and save your changes.

To delete users, select the checkbox(es) beside the required
rows and click Delete.

In the Activity Panel, use the Columns options to show or

hide columns (Name, Email, Role, Department, Department
Head, Location Name, Status, Last Login), and click EXPORT
CSV under Export to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page to move through the
list.
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PEOPLE

Bulk Import

STEPS
‘\
{0} D> SETTINGS ) PEOPLE
People
View AddUser Bulkimport

Upload multiple users
o Use the same speling as masters: role and depaniment columns accept either display name or code {nﬁﬁe'l.‘\ﬁ-&fﬂliwﬁ mfl".&l"n‘.:.ﬁ] Locaticn is optional—use name or location code when set. Leave password blank 10 generate a temperary password end email the mwte
& Asset Management
[1z] Inventory

il e s
T3 Ticket
’ : UPLOADFILES
r_g] Audit r )
(G) Maintenance 1
—J
*J Purchase UPLOAD FILE (CSV)
) CSV UP TO 10MB

Reports Supported formats: CSV | Max size: 10MB

. A

RESE SAVE '
& Profile
3 Settings
& Billing
[® Logout
P

Figure 41 - People » Bulk Import (1 of 2)
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PEOPLE

Bulk Import

STEPS
@ Auosave (@ off) v v 5 usersbulk-template (1) v ‘ a Go to: Settings - People, then open the Bulk Import tab.
Filer Home |Insert Draw Pagelayout Formulas Data Review View Aufcomate Help. lﬂl:l Comments ] e Under Download Template, click DOWNLOAD to get the
I-‘:_\'I.':I & [_’”“pws T v”” v] Ax == ab, |General VJ [l Conditional Formatting v &H Insert v %? p EE —* Users bulk spreadsheet. It contains the columns Full Name,
Paste T B I U Bel@vhe | =E == .| B % 7 | PFormatas Table %De'em - | B~ Sort& Find&  Add-ins  Claude Email, Password (optional), Role Name, Department Name,
v - B [Z Cell Styles v ] Format €« [l Seea™ Location Name, Department Head (YES/NO), Active (YES/NO),
Clipboard [ Font = Alignment M Number [ Styles Cells Editing Add-ins  Claude M and Must Change Password (YES/NO).
A1l v i 2 fx~  *FullName ~
e Fill in the template with one user per row. Use the same
A A . B C | D | E F ] G H | | ) | K L o spelling as the masters - the Role Name and Department
1 ﬂ*FullNamel* Email Password (optional) * Role Name * Department Name Location Name Department Head (YES/NO) Active (YES/NO) Must Change Password (YES/NO) Name columns accept either the display name or the code
(case-insensitive for names). Location is optional; use the
4 | location name or code when set. Leave the Password
3 column blank to generate a temporary password and email
g— the user an invite. Full Name, Email, Role Name, and
8 | Department Name are mandatory.
9
10 e Under Upload Files, click UPLOAD FILE (CSV) and select your
1;— completed file (CSV format, maximum size 10 MB).
13
14 e Click SAVE to import the users, or click RESET to clear the
12 selected file and start over.
17, o |
18
19 v
<D users-bulk-template (1) + HE | >
353 - | +  100%/

\ Ready % Accessibility: Unavailable

Figure 42 - People » Bulk Import (2 of 2)
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BARCODE & QR CODE TEMPLATES

View Templates

() > TEMPLATEDESIGNER > BARCODE

W

% ASSETS | <

l e ] [I Barcode

) DASHBOARD Search

———

[ Q Search Template Name

Asset Management

» ®

Inventory
List of Templates

Ticket
NAME

@ 3

Audit

Asset Barcode Print

ol

d |

Maintenance

5]

Purchase Asset QR Print

Reports

2 Profile
83 Settings

(® Logout

CREATED AT

5/18/2026, 7:15:52 AM
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‘\

+ ADD NEW
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Figure 43 - View Templates

People and Access

The Barcode & QR Code Templates module lets you design and
manage the label templates used to print barcode and QR code
stickers for your assets. Each template defines the label size and
layout - including the code, asset fields, text, images, and your
logo - and can be previewed and exported as a PDF or PNG for
printing. Templates are managed under Template Designer -
Barcode.

STEPS

0 Go to: Template Designer » Barcode. The List of Templates
displays all existing label templates with their Name,
Created At, and Updated At dates.

To find a template, use Search Template Name to filter the

list.

e To edit a template, click the edit (pencil) icon in the Action
column of its row to open it in the Label Designer.

To create a new template, click + ADD NEW and complete
the Add New Label dialog (see the next section).
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BARCODE & QR CODE TEMPLATES

Add a New Template

Figure 44 - Add a New Template

People and Access

TEMPLATE TYPE ™

Add New Label
TEMPLATE NAME *

[ Asset QR / Bar Code

WIDTH (MM) *

HEIGHT (M) *

6 -
b y

STEPS

0 On the Barcode screen, click + ADD NEW. The Add New
Label dialog opens.

e From the Template Type dropdown (mandatory), select the
label type - for example, Asset QR / Bar Code.

In Template Name (mandatory), enter a name for the
template.

In Width (mm) (mandatory), enter the label width in
millimetres - for example, 50.

In Height (mm) (mandatory), enter the label height in
millimetres - for example, 25.

to discard the label.

Click CONTINUE to open the Label Designer, or click CANCEL
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Design the Label

STEPS

= ‘ I £ 7 SARCORE. 3 EDBABGEREDESIGH a In the Label Designer, use the toolbar to add elements to
T < .
s3\ ASSETS o the label: Text, Barcode, QR Code, and Image, along with

Label Designer 9 ©
| SEARCH \ A |
(T 2

g & g o - 9 & B @) @ 50.0 % 25.0 mm

| () DASHBOARD |
PROPERTIES

& wox @ 3

shapes (rectangle, circle, and line). Use the group, lock, grid,

& Print Preview [ERZR2Ne PDF

and delete tools to arrange and manage the elements.

Use the Variables dropdown to insert dynamic asset fields

]
—————— 2
@ AssetManagement ofx,,osmm S— % (such as {{code}}) that are replaced with each asset's data
1] Inventory 67 108 when the label is printed.
Ticket
AT R.Otam 5 Scalf e Select an element to open the Properties panel, where you
i ; ek —— can set its X Position, Y Position, Rotation, and Scale.
5 ises : (Barcode settings 1 e For a barcode or QR Code element, enter the Value under
feports i Barcode Settings, and optionally upload a Logo (PNG, JPEG,
o or WebP) to display inside the code.
Logo (optional)
{{code}} Ad 3 logo inside the barcode. e Use the zoom controls and Print Preview to check the
layout, and export the label using PNG or PDF if required.
st Upload logo e Click Save to store the template. It appears in the List of
§3 Settings

PNG. JPEG or WebP « Click 1o browse Templates on the Barcode screen.

(> Logout

Figure 45 - Design the Label
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Create Role

O
ss\. ASSETS \<'
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List Of Roles & Permissions | Create Role

Create Role

NAME ™

DESCRIPTION

Enterrole name

) ©

Enter role description

DATA SCOPE *

[ Mine — Only Own Records

o )

Mine and All ignore the location list. Location scope limits visible data to the sites you

select.

CATEGORIES

Reports

[|’~\II categories (leave empty for full access) e

G)ptionat. Restrict data access and show relevant permission groups for the selected categories. Leave empty to allow all categories.

S Profile
3 Settings

(® Logout

.

APPSETTINGS

FORMBUILDER

REPORTS

MOBILE
mobile app settings

WEB
web app settings

APPLICATIONSETTINGS

VIEW TEMPLATES
_— view form templates list

EDIT TEMPLATE
update form template

DELETE TEMPLATE
soft delete form template

VIEW TICKET REPORTS .
view licket analytics and export-style ticket reports ™

VIEW INVENTORY REPORTS @j i
view inventory, master and movement reports

VIEW MAINTENANCE REPORTS .
view maintenance schedule and performance (x } Vi

Figure 46 - Create Role

People and Access

The Roles & Permissions module lets you define the roles that
control what each user can see and do in Nural Assets. A role sets
a data scope, optional category restrictions, and a set of
permissions grouped by module - such as App Settings, Form
Builder, and Reports - and is then assigned to users under the
People module. Roles are maintained under Settings - Roles &
Permissions.

STEPS

a Go to: Settings » Roles & Permissions, then open the Create
Role tab.

In Name (mandatory), enter a name for the role - for
example, Asset Assignee.

e In Description, optionally enter a short description of what
the role is for.

From the Data Scope dropdown (mandatory), select how
much data the role can access: Mine - Only Own Records, All
- All Organisation Records, or Location - records for the
selected sites. Mine and All ignore the location list; Location
scope limits visible data to the sites you select.
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Create

Role

se . ASSETS ‘

Asset Management
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Ticket
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(® Logout
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| Q, SEARCH \ g]
| ) DASHBOARD |
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{) > ROLEPERMISSIONS

Roles & Permissioro

List Of Roles & Permissions | Create Role

Create Role

NAME ™

DESCRIPTION

Enterrole name

) ©

Enter role description

DATA SCOPE *

[ Mine — Only Own Records

o )

Mine and All ignore the location list. Location scope limits visible data to the sites you

select.

CATEGORIES

[|’~\II categories (leave empty for full access)

G)ptionat. Restrict data access and show relevant permission groups for the selected categories. Leave empty to allow all categories.

APPSETTINGS

FORMBUILDER

REPORTS

MOBILE
mobile app settings

WEB
web app settings

APPLICATIONSETTINGS

D VIEW TEMPLATES
_— view form templates list

EDIT TEMPLATE
update form template

DELETE TEMPLATE
soft delete form template

VIEW TICKET REPORTS .
view licket analytics and export-style ticket reports ™

VIEW INVENTORY REPORTS
view inventory, master and movement reports

VIEW MAINTENANCE REPORTS .
view maintenance schedule and performance (x } Vi

STEPS, CONTINUED

Figure 46 - Create Role

People and Access

In Categories, optionally select one or more asset categories
to restrict the role's data access and show only the relevant
permission groups. Leave empty to allow all categories.

Turn on the permission groups the role needs (such as App
Settings, Form Builder, and Reports) using the toggle in each
group's header, then enable the individual permissions
within each group - for example, View Templates, Edit
Template, or View Ticket Reports.

Click Save at the bottom of the form to create the role. The
new role appears in the List of Roles & Permissions.
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View/Edit Roles

» > ROLE PERMISSIONS
N e < O Activity Panel 1>
se\ ASSETS
Roles & Permissions
Export
‘ SEARCH \ l A\ \
List Of Roles & Permissions Create Role EXPORTCSV
{0) DASHBOARD \ Search
Columns
Searchroles ] v i Role Name
@ AssetManagement [ a .
v :: Description
1] Inventory v i Datascope
2 Ticket List of Roles & Permissions {7 DELETE v | & Locations
Ej Audit ROLE NAME DESCRIPTION DATASCOPE LOCATIONS  ACTIONS
Maintenance
ASSET ASSIGNEE Employee 10 whom assets are assigned. Consumes assets and raises SUpport requests. Mine - D0
7 Purchase
ADMIN Configures. manages. monitors. approves. and reports on all assets and activities in the organization. Allorg - Z00
Reports
TOTALRECORDS : 2 | PAGE1/1 siow (@) 25 so 100 JUMPTOFRST ¢ PAGE1 > JUMPTOLAST Q
2 Profile
@3 Settings
[® Logout

Figure 47 - View/Edit Roles

People and Access

STEPS

Go to: Settings » Roles & Permissions. The List of Roles &
Permissions displays all existing roles with their Role Name,
Description, Data Scope, and Locations.

To find a role, use Search roles to filter the list.

To edit a role, click the edit (pencil) icon in the Actions
column of its row, update the details and permissions, and
save your changes.

To duplicate a role, click the copy icon in the Actions
column to create a new role pre-filled with the same
settings.

To delete roles, select the checkbox(es) beside the required
rows and click Delete, or click the delete (trash) icon in a
row's Actions column.

In the Activity Panel, use the Columns options to show or
hide columns (Role Name, Description, Data Scope,
Locations), and click EXPORT CSV under Export to download
the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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User Activity Logs

@& AssetManagement

[1z] Inventory

¢ Ticket
Audit
Maintenance

Y7 Purchase

Reports

S Profile
{3 Settings

(® Logout

| (Y DASHBOARD |

NGS > SYSTEMLOGS » USERACTIVITY

User Name: NAVEEN
Module Name: AUTH

Activity Type: LOGIN

Summary: User login successful
Date: 22-Jul-2026

Time: 10:18 PM

User Name: NAVEEN
Module Name: AUTH

Activity Type: LOGIN

Summary: User login successful
Date: 20-Jul-2026

Time: 02:29 PM

User Name: NAVEEN
Module Name: AUTH

Activity Type: LOGIN

Summary: User login successful
Date: 20-Jul-2026

Time: 01:31 PM

Figure 48 - User Activity Logs (1 of 2)

People and Access

The User Activity Logs give administrators a chronological audit
trail of the actions performed across Nural Assets, which is useful
for security reviews and troubleshooting. Each entry records the
User Name, Module Name, Activity Type, a short Summary, and the
Date and Time of the action. User activity is available under
Settings - System Logs - User Activity.

STEPS
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User Activity Logs
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Activity Type: LOGIN
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Date: 16-Jul-2026
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User Name: NAVEEN
Module Name: AUTH

Activity Type: LOGIN

Summary: User login successful
Date: 14-Jul-2026

Time: 06:14 PM

User Name: NAVEEN
Module Name: AUTH

Activity Type: LOGIN

Summary: User login successful

Date: 14-Jul-2026
Time: 06:13PM

TOTALRECORDS : 385 |PAGE 1/ 39

SHOW:Q 25 50 100 JUMPTOFIRST ¢ PAGE1

» JUMPTOLAST

G @

Figure 49 - User Activity Logs (2 of 2)

People and Access

STEPS

Go to: Settings » System Logs - User Activity. The log lists
all recorded activities along a timeline, with the most recent
entry first.

Review each entry to see the User Name, Module Name (for
example, AUTH), Activity Type (for example, LOGIN),
Summary (for example, "User login successful"), and the
Date and Time of the action.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page to move through the

log.
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Login Activity

N\
) > sermmes > TEM LO TIVITY " 3
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Figure 50 - Login Activity

People and Access

The Login Activity log records every sign-in event in Nural Assets,

giving administrators a searchable history for security monitoring

and troubleshooting. Each entry captures the User Name, Module

Name, Activity Type, Summary, and the Date and Time of the

event. Login activity is available under Settings - System Logs >
Login Activity.

STEPS

Go to: Settings - System Logs - Login Activity. The List of
Login Activity displays all recorded sign-in events with their
User Name, Module Name, Activity Type, Summary, Date, and
Time.

To narrow the list, use the Search panel: type in Search
Summary and/or filter by the User, Module, and Activity Type
dropdowns and the From and To date range, then click
SEARCH. Click CLEAR FILTERS to reset the search.

In the Activity Panel, use the Columns options to show or
hide columns (User Name, Module Name, Activity Type,
Summary, Date, Time), and click EXPORT CSV under Export
to download the list as an Excel/CSV file.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page to move through the

log.
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Core Modules

The day to day work: registering assets, holding stock, raising tickets, running
audits, scheduling maintenance and buying what you need.

Asset Management
Inventory

Ticket Management
Audit Management
Maintenance

Purchase
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ASSET MANAGEMENT

Add Asset
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Figure 51 - Add Asset

Core Modules

The Asset Management module is the core of Nural Assets, where
you create and manage every asset in your organisation. You can
add assets one at a time with full purchase, warranty, and
assignment details, import many assets at once from a
spreadsheet, attach asset images in bulk, and then view, search,
assign, transfer, return, and dispose of assets from a single list.
Asset Management is available from the main navigation menu.

STEPS

Go to: Asset Management, then open the Add Asset tab.

Under Basic Information, in Asset Name (mandatory), enter
the name of the asset. The Asset Code is generated
automatically and cannot be edited.

From the Brand dropdown (mandatory), select the asset's
brand, and from the Category dropdown (mandatory), select
its category.

From the Location dropdown (mandatory), select where the
asset is located.

Optionally enter the HSN Code and Serial Number, and from
the Status dropdown select the asset's condition
(New/Refurbished).

To add a photo of the asset, click Upload Asset Image and
select a PNG, JPG, or GIF file (maximum size 1 MB).
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Add Asset
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Figure 51 - Add Asset

Core Modules

STEPS, CONTINUED

a Under Purchase Information, select the Vendor Name and
enter the Invoice Date, Invoice Number, and Purchase Cost.
To attach the bill, click Upload Invoice Image (PNG, JPG, or
GIF, maximum 1 MB).

e Under Warranty Information, select the Warranty Vendor and
set the Warranty Start Date and Warranty End Date. For an
annual maintenance contract, select the AMC Vendor, set
the AMC Start Date and AMC End Date, and enter the AMC
Cost.

e Under Assignment Information, select the Department and
the Assigned To User if the asset is being issued to
someone, and add any Remarks about the assignment.

@ Use the Self-Owned / Partner toggle to indicate whether the
asset is owned by your organisation or by a partner.

@ click CREATE ASSET to save the asset, or click CANCEL to
discard it. The new asset appears in the All Assets list.
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Bulk Import

STEPS
£ o 3
ASSET MANAGEMENT
::-_'_ ASSETS | <l a Go to: Asset Management, then open the Bulk Import tab.
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. ja
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Figure 52 - Asset Management » Bulk Import
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Upload Asset Images
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Figure 53 - Upload Asset Images

Core Modules

STEPS

a Go to: Asset Management, then open the Upload Asset
Images tab.

e Under Upload Asset Files, drag and drop the asset images
(PNG or JPG, maximum 1 MB each). Multiple files are
allowed.

Select the control type - choose the image field from the
dropdown that matches the files you uploaded.

Download the CSV template using the download icon to get
a blank CSV with the column headers only.

Open the CSV and enter the asset codes and matching file
names in the assetCode and image-field columns.

Upload the completed CSV, review the mapping table, then
click SAVE (or click RESET to start over).
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All Assets
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Figure 54 - All Assets

Core Modules 70



ASSET MANAGEMENT

All Assets

N | i
s\, ASSETS | <l

| Q_ SEARCH '
| () DASHEOARD |

; Asset Manaement

Inventory

Ticket

Audit
] Maintenance
] Purchase

Reports

A Profile
3 Settings

(> Logout

Asset Management

All Assets Add Asset

Search

Bulk Import

Upload Asset Images

Activity Panel

Export

1>

EXPORTCSV

[ a

] [All Status

v ] [ Select Category

( EXPORT PDF )

3

Columns

[ Select Location

v ] [Sefect User

v

Select Department

¢

CLEAR FILTERS

List
ASSETCODE
(D 857Fun9
(D R8SRGRHZ
D GWC3TWY
(D 428088X1
D SOWSKR23
(D FGSRESID
(D 1K2RKYKD
D mPuCse
@ JNIPWKNG

@D WIVGBLSN

ASSET

Dell Latitude 5421-4

Dell Latitude 5421-3

Printer

Lalitude 5421(2)

Dell Latitude 5421 Machine Test

Iphone 13

L241-LA(3)

Latitude 5410(1)

Ipheoe 11

SE2416H

TOTALRECCRDS : 43 IPAGENSS

CATEGORY

Laplop

Laptop

Mouse

Laptop

Laptop

Mobule

Monitor

Laptop

Mobrle

Monitor

STATUS

AVAILABLE

SHO\'J:@ 25 50 100

SERIALNUMBER

-GG
= RN

LOCATION

Gurugram

Gurugram

Lucknow

Gurugram

Gurugram

Gurugram

Gurugram

Curugram

Gurugram

Curugram

[RANSFER © RETURN [(J DELETE | B TICKET 4 MAINTA
ASSIGNED PURCHASED COST CURRENT VALUE
- 0 0
B 0 0
Ramprawesh kumar 0 0
DIPIKA SCNI 0 0
- 0 0
Ramprawesh kumar ¢] 0
Ramprawesh kumar 0 0
Ramprawesh kumar D 0
KUKKU JAT 0 0
KUKKU JAT 8] Q

wmpToRRsT {  PAGE1

>  JuMPTOLAST

N 8 BARCODE #BDISPOSE

ACTIONS

@DZHOW
@D7Z#EDW
oM w7 HRO I
®@[7EDw
@D sEDw
®DO7#EDw
Ol m PR OIS
foN T P78 RO
Lol W74 R OIS
@D s H O W

Figure 54 - All Assets
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STEPS, CONTINUED

Delete - remove the selected assets from the register.

Ticket - raise a support or service ticket against the selected
assets.

Maintain - send the assets for maintenance or schedule a
maintenance activity.

Barcode - generate and print barcode or QR labels for the
selected assets.

Dispose - retire or write off the assets, removing them from
active use.

In the Activity Panel, use the Columns options to show or
hide columns, and click EXPORT CSV or EXPORT PDF under
Export to download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 55 - Add Item

Core

Modules

The Inventory module tracks consumable and stock items - such
as accessories, spares, and supplies - that are issued against
assets or drawn for day-to-day use. You can add items one at a
time, import many items or their stock quantities from
spreadsheets, attach item images in bulk, and manage stock
levels, units, and reorder points from a single list. Inventory is
available from the main navigation menu.

STEPS

Go to: Inventory, then open the Add Item tab.

Under Basic Information, in ltem Name (mandatory), enter
the name of the item.

In Item Code, enter a unique code for the item, or leave it
blank to auto-generate one.

From the Brand dropdown (mandatory), select the item's
brand, and from the Category dropdown (mandatory), select
its category.

From the Location dropdown, select the default storage
location, and from the Unit of Measure dropdown
(mandatory), select the unit (PCS, KG, LTR, etc.).
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STEPS, CONTINUED

Optionally enter the HSN Code, select the Vendor, and set
the Reorder Level (the minimum quantity before the item
should be reordered).

To add a photo, click Upload Item Image and select a PNG,
JPG, JPEG, or GIF file (maximum size 1 MB).

Under Additional Information, optionally set the Expiry Date
(if applicable) and the Average Cost Per Unit, and click
Upload Documents to attach one or more files (PNG, JPG, or
PDF, maximum 1 MB each).

Click ADD ITEM to save the item, or click CANCEL to discard
it. The new item appears in the Manage Inventory list.
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Figure 56 - Inventory » Bulk Import
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STEPS

Go to: Inventory, then open the Bulk Import tab.

Expand Help & master data reference for guidance on the
columns marked (MASTER LIST).

Under Master Data Reference, click DOWNLOAD to get the
Excel workbook (one sheet per master type) listing the valid
values. Copy values from the UselnCsv column, and use the
name for the category, brand, location, vendor, and unit
columns.

Under Download Template, click DOWNLOAD to get the
current Add Inventory Item template. The version and
last-updated date are shown beside it.

Fill in the template with one item per row, using only active
master data values for your organisation.

Under Upload Files, click UPLOAD FILE (CSV) and select your
completed file (CSV format, maximum size 1 MB).

Click SAVE to import the items, or click RESET to clear the
selected file and start over.
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Upload Inventory images
Drag and drop PNG / JPG files (max 1 MB each). Multiple files allowed.

Select control type
Cheose the image field from the dropdown that matches your uploaded files.
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Click the download icon to get a blank CSV with column headers only.
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Figure 57 - Upload Item Files
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STEPS

Go to: Inventory, then open the Upload Item Files tab.

Under Upload Inventory Item Files, drag and drop the item
images (PNG or JPG, maximum 1 MB each). Multiple files are
allowed.

Select the control type - choose the image field from the
dropdown that matches the files you uploaded.

Download the CSV template using the download icon to get
a blank CSV with the column headers only.

Open the CSV and enter the item codes and matching file
names in the itemCode and image-field columns.

Upload the completed CSV, review the mapping table, then
click SAVE (or click RESET to start over).
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Figure 58 - Bulk Stock Import transaction, so a failure in one row does not affect the
others.
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Figure 59 - Manage Inventory
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STEPS

Go to: Inventory. The Manage Inventory tab is the default
view and lists every item with its Item, Category, Item Code,
Quantity, HSN, and Unit.

To find an item, type in Search Item and/or filter by the Unit
and Category dropdowns.

Use the row action icons in the Actions column to view an
item, edit it, or generate its QR code.

Select the items you want to act on using the checkboxes;
the toolbar above the list then enables the following stock
actions.

Add - record a stock-in that increases the selected item's
quantity (enter the quantity, location, and any notes).

Draw - issue or consume stock, reducing the selected item's
quantity.

7



INVENTORY

Manage Inventory

(Y > INVENTORY
N\NEB <l Activity Panel >
s\, ASSETS
_ Inventory Export
| Q) SEARCH | | A
/ Manage Inventory AddIitem Bulkimport UploadItemFiles Bulk Stock Import EXPORT CSV
<
() DASHBOARD ' Search
_ Columns
— [ Q SE/ EM J [Sele-:t Unit v ] [Seiect Category v ] v E len
2, Asset Management
& g v * Category
1l Inventory v & ItemCode
B T. k t List + A _}U — _:"{.-"\.s'- ‘?i“ "-J:_)"f'E g':ﬁ !._}ir‘n':[;"\' ] '.1 :_J’r‘. U UE_:_' | :.Z v " Ouantity
icke s
& Audit ITEM CATEGORY ITEM CODE QUANTITY HSN UNIT ACTIONS v B
v i Unit
Maintenance Combo -Keyboard & Mouse Keyboard & Mouse G sJuzPUOI 47 = - ® 7
;
7 Purchase Laptop Stand Misc @ ZFS0SCZR 7 - - ® 7 8
Reports .
Sticky Notes Misc. © NTZF7138 1 - - ® 7
Dusters Misc. [0 1X0DTI8H 5 - - ® 7 %
Marker Pens Misc. (D) STEWUKGU - - - ® 7 %
Nural TShirts Misc. (@ sELBQABU 687 - @ 7 #
Mouse Pads Misc. © MMAKIKRC 6 - - ® 7 &
o Profile Coffee Mugs Misc. © XYCP8OOE 6 - - ® 7 3t
™
& Settings Wired Earphones Wired Earphones D) DEACZCOY - - - ® 7 8
- Logout ;
C 9 Mouse Mouse (@ 9v2149)2 - - - ® 7 &
TOTALRECCRDS: 10 | PAGE1/1 SHOW : @ 25 50 100 JumpTOFIRST ¢ PAGE1 > JUMPTOLAST Q

Figure 59 - Manage Inventory
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STEPS, CONTINUED

Move - transfer stock of the selected item from one location
to another.

Generate QR - generate and download QR codes for the
selected items.

Delete - remove the selected items from the inventory.

In the Activity Panel, use the Columns options to show or
hide columns (Item, Category, Item Code, Quantity, HSN,
Unit), and click EXPORT CSV under Export to download the
list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 60 - New Ticket

Core Modules

(10

The Ticket module lets users raise and track support and service
requests against assets - for example, a hardware fault or a
software issue. Each ticket captures the asset, ticket type, priority,
assignment, and status, and moves through an Open - In Progress
- Closed lifecycle. Tickets are available from the main navigation
menu under Ticket.

STEPS

0 Go to: Ticket, then open the New Ticket tab.
In Title (mandatory), enter a short description of the issue.

From the Ticket Type dropdown (mandatory), select the type
of issue - for example, Hardware issues or Software issues.

From the Location dropdown (mandatory), search and select
the location where the issue occurred.

From the Category dropdown (mandatory), select the asset
category; this filters the Asset list and includes an Other
option.

From the Asset dropdown, optionally select the specific

asset the ticket relates to (the options are filtered by the
selected Category).
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Select ticket type a v ]

From the Assign to Department dropdown, select the
department that will handle the ticket, then from the Assign
to User dropdown select the user (the list is filtered by the
selected department).

From the Priority dropdown (mandatory), set the ticket
priority - for example, Low, Medium, High, or Critical.

In Reported On (mandatory), set when the issue was
reported, and in Reported By (mandatory) confirm the
reporter (this defaults to the logged-in user; change it if
needed).

Under Upload Files, optionally attach one or more files (PNG,
JPG, GIF, or PDF, maximum 1 MB each), and add any
Description (optional).

Click CREATE TICKET to raise the ticket, or click CANCEL to
discard it. The new ticket appears in the All Tickets list.

80



TICKET MANAGEMENT

Asset List

STEPS
N\
Y > TICKET
[ . i ) .. > . . . . .
o ASSETS ‘ < Activity Panel | ° Go to: Ticket, then open the Asset List tab. This lists your
: R Tickets Export assets with their Category, Location, Assigned To, and
| Q SEARCH | o . | _ : : . . .ce
AllTickets  AssetList New Ticket Status, so you can raise a ticket for a specific asset.
| () DASHBOARD Search
) ) Columns . . .
- [ Q SRS ] [5“"“""““’“0" “'] [“"“"‘“"“Q‘?""f' "] v [Elheeat e To find an asset, type in Search Assets and/or filter by the
@ AssetManagement = . .
i 2 [mem V] g ELL Search Location, Category, and Assigned To dropdowns, then
fis] Inventory G S v # Location ) )
o click SEARCH. Click CLEAR FILTERS to reset.
£ Ticket ] i Assigned To
Audit : _ . _
: e Locate the asset you want to raise a ticket for, then click
& Maintenance
2 Purchass Tickets B CREATE TICKE CREATE TICKET in its row.
El Reports ASSET CATEGORY LOCATION ASSIGNED TO STATUS ACTIONS
DelLatitude 5421-4 Laptop AVALASLE : CREATETICKET > e Complete the ticket details as described in New Ticket
el ko \aptop A S _ e S above - the selected asset is pre-filled - and save the ticket.
Printar Mouss ASSIGNED Ramprawesh kumar [ assiGNED ] CREATETICKET )
e In the Activity Panel, use the Columns options to show or
Latitude 5421(2) Laptop ASSIGNED DIPECA SONI [ assiGNED | CREATETICKET )
hide columns (Asset, Category, Location, Assigned To,
Dell Latitude 5421 Machine Test Laptop AVALABLE - [ AvAILABLE ] CREATETICKET ) .
Status), and click EXPORT CSV under Export to download
Iphore 13 Mohile ASSIGNED Ramprawesh kumar ASSIONED CREATETICKET » th |. t
e list.
L24i-4A(3) Monitor ASSIGNED Ramprawesn kumar [ ASSIONED CREATETICKET >
8 Profile Latituce 5410(1) Laptop ASSIGNED Ramprawesh kumor CREATETICKET > e Use the pagination controls at the bottom to set records per
@ Senie Iphone 1 Mabile ASSIGNED KUKKU JAT CREATETICKET > page (10/25/50/100) and navigate pages, or use Jump to
(> Logout .
°9 SE2416H Monitor ASSIGNED KUKKU JAT [ ASSIGNED ) CREATETICKET > First, Jump to Last, or Jump to Page.
TOTALRECORDS : 43 | PAGE1/5 SHG.V:Q 25 50 100 JumpTOFIRST € PAGE1 D>  JUMPTOLAST [ meromce ) Q )

Figure 61 - Asset List
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Figure 62 - All Tickets
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STEPS

Go to: Ticket. The All Tickets tab is the default view and lists
every ticket with its Ticket Number, Asset Name, Ticket title,
Ticket Type, Priority, Status, Category, Created By, Raised By,
Created At, and Assigned To.

Use the summary cards at the top to see the count of Total
Tickets, Open, In Progress, and Closed tickets.

To find a ticket, type in Search Tickets and/or filter by the
Status, Priority, Raised By, Assigned To, date range, Category,
Asset, and Ticket Type dropdowns, then click SEARCH. Click
CLEAR FILTERS to reset.

Select a ticket using its checkbox to enable the actions
above the list.

Start Progress - move the selected Open ticket into the In
Progress state.

Close Ticket - mark the selected ticket as Closed once the
issue is resolved.

Delete - remove the selected ticket.

In the Activity Panel, use the Columns options to show or
hide columns, and click EXPORT CSV under Export to
download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 63 - Create Audit

Core Modules

The Audit module lets users plan, run, and track physical
verification audits of assets. Each audit captures its name, type,
schedule, priority, scope, and objectives, and records any
mismatches found during verification as discrepancies that can be
reviewed and resolved. Audits are available from the main
navigation menu under Audit.

STEPS

Go to: Audit, then open the Create Audit tab.

Under Plan New Audit, in Audit Name (mandatory), enter a
name that identifies the audit.

From the Audit Type dropdown, select the type of audit - for
example, Self or External.

In Start Date, set the date and time the audit begins (this
defaults to the current date and time), and in End Date
select the date the audit is scheduled to finish.

From the Priority dropdown, select the priority of the audit.

Under Audit Scope, from the Locations dropdown, select the

locations the audit will cover.
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Figure 63 - Create Audit
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STEPS, CONTINUED

From the Audit Scopes dropdown, select the scopes to be
verified during the audit.

From the Asset Categories dropdown, select the asset
categories to be included.

Under Audit Objectives, in Primary Objectives, describe the
main objective of this audit.

In Compliance Requirements, list any specific compliance
requirements that apply.

Click CREATE AUDIT to save. The new audit appears in the
Audits list with the status Planned.
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Figure 64 - Audits

Core Modules

STEPS

Go to: Audit. The Audits tab is the default view and lists
every audit plan with its Title, Type, Auditor, Period,
Progress, and Status.

Use the summary cards at the top to see the count of Total
Audits, Completed, In Progress, and Open Issues.

To find an audit, type in Audit Name and/or filter by the
Status, Dates, Type, and Auditor dropdowns, then click
SEARCH. Click CLEAR FILTERS to reset.

To edit an audit, click the edit (pencil) icon in the Actions
column of its row, update the fields, and save your changes.
Click the view (eye) icon to open the audit details.

Click START AUDIT on a Planned audit to begin verification,
or click CONTINUE on an audit that is In Progress to resume
it.

To delete audits, select the checkbox(es) beside the required
rows and click DELETE above the list.

In the Activity Panel, use the Columns options to show or
hide columns (Title, Type, Auditor, Period, Progress, Status),
and click EXPORT CSV under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 65 - Discrepancies

Core Modules

STEPS

Go to: Audit, then open the Discrepancies tab. The list
shows every mismatch raised during an audit, with its Asset,
Audit Name, Category, Discrepancy Type, Location, Auditor,
Date, and Status.

Use the summary cards at the top to see the count of Total
Audits, Completed, In Progress, and Open Issues.

To find a discrepancy, type in Search and/or filter by the
Status, Location, Category, Auditor, and Discrepancy Type
dropdowns, then click SEARCH. Click CLEAR FILTERS to
reset.

Click the view (eye) icon in the Actions column of a row to
open the discrepancy details.

To close a discrepancy, click RESOLVE in its row, or select
the checkbox(es) beside the required rows and click
RESOLVE above the list; the number of selected rows is

shown as items Selected.

In the Activity Panel, use the Columns options to show or
hide columns (Asset, Audit Name, Category, Discrepancy
Type, Location, Auditor, Date, Status), and click EXPORT CSV
under Export to download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 66 - Create Schedule

Core Modules

The Maintenance module lets users schedule and track preventive
and corrective maintenance for assets. Each schedule captures the
location, asset, maintenance type, frequency, department,
assigned technician, duration, and cost, and tracks the work
through its due, overdue, and completed states. Maintenance is
available from the main navigation menu under Maintenance.

STEPS

Go to: Maintenance, then open the Create Schedule tab.

Under Maintenance Schedule Information, from the Location
dropdown (mandatory), select the location where the
maintenance will be carried out.

From the Select Category dropdown (optional), select the
asset category, and from the Select Asset dropdown
(optional), select the specific asset to be maintained.

From the Maintenance Type dropdown (mandatory), select
the type of maintenance - for example, Preventive or
Corrective.

From the Frequency dropdown (mandatory), select how
often the maintenance repeats - for example, Daily, Weekly,
Monthly, or Custom.

From the Department dropdown (mandatory), select the

department responsible for the work, and from the Assigned
To dropdown (mandatory), select the technician who will
perform it.
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Figure 66 - Create Schedule

Core Modules

STEPS, CONTINUED

In Start Date (mandatory) and End Date (mandatory), set the
period over which the schedule runs.

In Notify Before (Days) (mandatory), enter how many days in
advance the reminder should be sent.

Under Maintenance Details, in Description, describe the
maintenance activities (maximum 500 characters), and in
Instructions, provide detailed maintenance instructions
(maximum 1000 characters).

In Estimated Duration (Hours) and Estimated Cost, enter the
expected effort and cost for the work.

Click SCHEDULE MAINTENANCE to save, or click CANCEL to
discard. The new schedule appears in the Maintenance List.
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Figure 67 - Maintenance List

Core Modules

STEPS

Go to: Maintenance. The Maintenance tab is the default view
and lists every schedule with its Asset, Schedule ID, Title,
Location, Start Date, End Date, Maintenance Type,
Frequency, Next Due, Assigned To, Status, and Done / Total.

Use the summary cards at the top to see the count of Total
Schedules, Due Maintenance, and Completed This Month.

To find a schedule, type in Search Assets and/or filter by the
Assigned To, All Status, and All Frequency dropdowns, then
click SEARCH. Click CLEAR FILTERS to reset.

Click the view (eye) icon in the Actions column of a row to
open the schedule details, or click the edit (pencil) icon to
update the fields and save your changes.

Click EXECUTE on a row to record the maintenance activity
for that schedule.

To delete schedules, select the checkbox(es) beside the
required rows and click DELETE above the list.

In the Activity Panel, use the Columns options to show or
hide columns (Asset, Schedule ID, Title, Location, Start Date,
End Date, Maintenance Type, Frequency, Next Due, Notify
Before, Est. Duration, Est. Cost, Description, Instructions,
Assigned To), and click EXPORT CSV under Export to
download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 68 - Create Requisition

Core Modules

The Purchase module covers the full procurement cycle - raising a
purchase requisition (PR), converting it into a purchase order (PO)
for a vendor, and recording the goods received against that PO as a
Goods Receipt Note (GRN). Summary cards at the top of the
module show Total PRs, Pending Items, Total GRNs, Active
Vendors, and Total POs. Purchase is available from the main
navigation menu under Purchase.

STEPS

0 Go to: Purchase, then open the Create Requisition tab.

o Under Basic Information, from the Department dropdown
(mandatory), select the requesting department, and from the
Requested By dropdown (mandatory), select the user raising
the request.

In Request Date (mandatory), confirm the date (this defaults
to the current date), and in Required Date (mandatory),
select the date by which the items are needed.

From the Location dropdown (mandatory), select the
delivery location, and from the Priority dropdown
(mandatory), set the urgency (the default is LOW).

From the PR Request Type dropdown (mandatory), select
the type of request - for example, Standard.

Select the Emergency Requisition checkbox if the request
must be treated as urgent.

In Justification, enter the business justification for the

purchase.
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Figure 68 - Create Requisition

Core Modules

STEPS, CONTINUED

Under Requested Items, for Item 1, select the Requested
Type (mandatory) and the Item Type (mandatory).

From the Unit dropdown, select the unit of measure, and in
Quantity (mandatory), enter the number required.

In Unit Price (mandatory), enter the rate; Total Cost
(mandatory) is calculated automatically from the quantity
and unit price.

Complete the remaining item details as required - Remarks,
ltem Code, HSN Code, Available Stock (mandatory), Category
Name, Brand, and Model.

Click ADD ITEM to add another item to the same requisition,
or click the delete (bin) icon on an item panel to remove
that item.

Click CREATE PR to save. The new requisition appears in the
Purchase Requisitions list with the status DRAFT.
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Figure 69 - Purchase Requisitions

Core Modules

STEPS

Go to: Purchase. The Purchase Requisitions tab is the default
view and lists every requisition with its PR Number,
Requested By, Department, Amount, and Status.

Use the summary cards at the top to see the count of Total
PRs, Pending Items, Total GRNs, Active Vendors, and Total
POs.

To find a requisition, type in Search PR Number and/or filter
by the Status, All Department, and Requested By
dropdowns, then click SEARCH. Click CLEAR FILTERS to
reset.

For a requisition in DRAFT status, use the icons in the
Actions column to view the PR document, upload a
quotation, approve the requisition, or open its details (eye
icon).

Once a requisition has been approved and converted, its
status changes to CONVERTED TO PO; click VIEW PO to open
the resulting purchase order.

To delete requisitions, select the checkbox(es) beside the
required rows and click DELETE above the list.

In the Activity Panel, use the Columns options to show or
hide columns (PR Number, Requested By, Department,
Amount, Status), and click EXPORT CSV or EXPORT PDF
under Export to download the list.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.

92



PURCHASE

Purchase Orders

Ticket

= Audit

2 Profile

£ Billing

(> Logout

[ Q SEARCH

() DASHBOARD

2) Asset Management

z| Inventory

§] Maintenance
7 Purchase

a| Reports

@ Settings

s\ ASSETS |<i

B

'_/\_‘ > PURCHASE

Purchase Management

Purchase Requisitions Purchase Orders Create Requisition GRNs

Search

Create GRN Generate GRN

[ a

] [ Status

) (= )

Search Purchase Orders
e

Purchase Orders

PRNUMBER

PR-5-1779351752950

FR-5-1779350036826

FR-5-1779351198959

TOTALRECORDS :3 IPAGE1/1

PO NUMBER VENDOR
B0-5-1779445565038 Global Tech Solutions Pvt Ltd
PO-5-1779436389274 Nural Troders

PO-5-177945432)292 Securelink Networks Ltd

sa—:o.v:@ 25 50 100

ORDERED ON

2028-05-22

2026-05-22

2026-05-22

O DELETE
EXPECTED DELIVERY AMOUNT STATUS ACTIONS
2026-05-23 35.01,000 CREATEGRN » FOACEGLOSEPO (¥)
2026-05-23 7500 CREATEGRN > FORCECLOSEPO (X)
2026-06-01 255,500 [ FORCE CLOSE ]

JuMPTOFIRST £ PAGE1 D JuMPTOLAST

=) a

Activity Panel

Export

EXPORTCSV

( EXPORT PDF )

Columns

+ i PR Number

v & PONumber

v i Vendor

« i OrderedOn

« i ExpectedDelivery
v 3 Amount

v I Slatus

Figure 70 - Purchase Orders

Core Modules

STEPS

Go to: Purchase, then open the Purchase Orders tab. The list
shows every purchase order with its PR Number, PO Number,
Vendor, Ordered On, Expected Delivery, Amount, and Status.

To find a purchase order, type in Search Purchase Orders
and/or use the Status and other filter dropdowns, then click
SEARCH. Click CLEAR FILTERS to reset.

For a PO with the status PENDING, click CREATE GRN in the
Actions column to record the goods received against that
order.

Click FORCE CLOSE PO to close a purchase order that will
not be fulfilled; its status changes to FORCE CLOSE.

To delete purchase orders, select the checkbox(es) beside
the required rows and click DELETE above the list.

In the Activity Panel, use the Columns options to show or
hide columns (PR Number, PO Number, Vendor, Ordered On,
Expected Delivery, Amount, Status), and click EXPORT CSV
or EXPORT PDF under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Figure 71 - Create GRN

Core Modules

STEPS

Go to: Purchase, then open the Create GRN tab. You can also
start a GRN by clicking CREATE GRN against a pending
purchase order on the Purchase Orders tab.

Under Basic Information, from the PO Number dropdown
(mandatory), select the purchase order against which the
goods have been received.

In Received Date (mandatory), set the date the goods were
received, and from the Received By dropdown (mandatory),
select the user who received them.

In Notes, enter any GRN notes about the delivery.

In Received Qty (mandatory), enter the quantity received,
and from the Condition dropdown (mandatory), select the
condition of the goods.

From the Location dropdown (mandatory), select the
location where the goods have been stored.

The item lines of the selected purchase order are listed
below the form; until a purchase order is selected, No Data
Available is displayed.

Click CREATE GRN to save. The new GRN appears in the
Goods Receipt Notes (GRNs) list with the status DRAFT.
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Figure 72 - GRNs

Core Modules

STEPS

Go to: Purchase, then open the GRNs tab. The Goods Receipt
Notes (GRNSs) list shows every GRN with its GRN Number, PO
Number, Vendor Name, Received On, Received By, and
Status.

Use the summary cards at the top to see the count of Total
PRs, Pending Items, Total GRNs, Active Vendors, and Total
POs.

To find a GRN, type in Search GRNs and/or filter by the ALL
STATUS dropdown and Select Date, and click MORE FILTERS
for additional filter options.

Use the icons in the Action column of a row to edit the GRN
(pencil icon), process it (play icon), or open its details (eye
icon).

To delete GRNs, select the checkbox(es) beside the required
rows and click DELETE above the list.

In the Activity Panel, use the Columns options to show or
hide columns (GRN Number, PO Number, Vendor Name,
Received On, Received By, Status), and click EXPORT CSV or
EXPORT PDF under Export to download the list.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page.
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Core Modules

STEPS

Go to: Purchase, then open the Generate GRN tab. This
screen generates goods receipt notes for purchase orders
that are ready to be received.

Select the purchase order for which the GRN is to be
generated; if no purchase orders are awaiting receipt, No
Data Available is displayed.

Click BACK to return to the previous screen without
generating a GRN.

In the Activity Panel, click EXPORT CSV or EXPORT PDF
under Export to download the list.
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Asset Report

= Q > nerorrs > Activity Panel 1>
ASSETS
: Asset Report
-~ Export
[Q SEARCH | ’ 0
\. ST Search EXPORTCSV
() DASHBOARD [ ] [ ] [ J
a Assets All Status v Select Cateqo v
| ] Q Searc € u gory Columns
v i AsselCode
@ Asset Msnagement [ Select Location v } [ Select User v ] [ Select D&paltmcm b of ] « = AscetNeme
[1iz] Inventory [ v & Brand
Warranty Status v J [ AMC Status v ] [ Select Purchase From Dat ] o
SelectiL S€ Jate v # Cal
&3 Ticket =
¥ I Lecation
El Audit [ Select Purchase To Date J [ Select Creation From Date ] [ Select Creation To ] v i Department
5] Maintenance v i AssignedTo
\*J purchase ( CLEARFILTERS ) SEARCH & v £ Slalus
3 « I PurchaseDate
Reports « i PurchaseCost
« & CurrentValug
ASSETCODE ASSET NAME BRAND  CATEGORY  LOCATION  DEPARTMENT ASSIGNEDTO  STATUS PURCHASEDATE  PURCHASE COST CURRENTVALUE WARRANTYSTATUS AMC STAT
Warranly Stalus
[0 AST-LEVELOTHINK-00030 32454 (Copy) Molorola  THINKPAD  HeadOffice 0 0 NONE NONE v csne
0 AST-34003USK-00029 Weighing Maching Motorola  ITHerdware  HeadOffice Audit FOTPATL IS ASSIGNED - 0 0 NONE NONE v EEpEcs
« i Invoice Number
0 AST-LEVELOTHINK-00028 32454 Motorola  THINKPAD  HeadOffice - - 0 0 NONE NONE
D) AST-34003USK-00027 Smertphones (Copy)  Motorola  IT Herdware HO Audrt Kudeu Auditor - 25000 25000 NONE NONE
D AST-LEVELOTHINK-00026 123454321 Motorola ~ THINKPAD  HaadOffice Audit KukuAuditor I - 0 0 NONE MONE
D AST-MON-00025 Monitor3 (Copy) (Copy) pell Monitors Gurugram E E DISPOSED - 0 0 NONE NONE
@ AST-MON-00024 Monitor3 (Copy) Dell Mcnstors  GlobalHQ - NY Audit ¥ukuhudtor  EEINED - 0 0 NONE NONE
[=]
~ Profile D AST-MON-00023 MonILor3 Dell Menitors Gurugram . 02/06/2026 . 12:00 AW 5000 5000 NONE NONE
€1 Settings
Q) AST-MON-00022 Monitar2 D=l Meadtors Gurugram T - 02/06/2026 ,12 00 AM 8000 8000 NONE NONE
8 Billing
(> Logout D AST-MON-00021 Monitort Dell Menitors Gurugram Audit 02/06/2026 . 12:00 AM 33333 33333 NONE NONE
4 | ]
TOTALRECORDS: 23 |PAGE 113 SHOW : @ 25 50 100 wnmpToRRsT { PAGET > JUMPTOLAST Q

Figure 74 - Asset Report

Reports

The Reports module provides consolidated, filterable views of the
data held across the application, which can be searched on screen
and exported for analysis or audit purposes. Each report offers its
own set of search filters, configurable columns, and export
options. Reports are available from the main navigation menu
under Reports.

STEPS

0 Go to: Reports, then open Asset Report. The report lists
every asset with its Asset Code, Asset Name, Brand,
Category, Location, Department, Assigned To, Status,
Purchase Date, Purchase Cost, Current Value, Warranty
Status, and AMC Status.

e Under Search, type in Search Assets to look for a particular
asset by name or code.

e Narrow the report using the All Status, Select Category,
Select Location, Select User, Select Department, Warranty
Status, and AMC Status dropdowns.

e Use Select Purchase From Date and Select Purchase To Date
to restrict the report to a purchase date range, and Select
Creation From Date and Select Creation To Date to restrict it
to a creation date range.
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Asset Report

STEPS, CONTINUED

\
5 Q ) REFORTS } ASSET Act. = p l ]) . . .
<l QYRS Click SEARCH to apply the filters, or click CLEAR FILTERS to
ASSETS
: Asset Report
s Export reset them.
[Q SEARCH ’ a
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Ticket _ o Camg_w o .
Audit [ J [ v jizilecatiod a In the Activity Panel, use the Columns options to show or
uai Select Purchase To Date Select Creation From Date ] [ Salect Creation To Date ] + & Depantment .
e R o hide columns (Asset Code, Asset Name, Brand, Category,
S ( ) s sms Location, Department, Assigned To, Status, Purchase Date,
« i PurchaseDate
Reports Y Purchase Cost, Current Value, Warranty Status, AMC Status,
ASSETCODE ASSET NAME BRAND CATEGORY LOCATION DEPARTMENT ASSIGNEDTO STATUS PURCHASE DATE PURCHASE COST CURRENTVALUE WARRANTY STATUS AMC STAT v EERCitae Vendor’ InVO|Ce Number)’ and CI'ICk EXPORT CSV under
v = Warranty Stalus
@ AST-LEVELOTHINK-00030 32454 (Copy) Molorola  THINKPAD  HeadOffice : - . 0 0 NONE NONE WY Export to download the report.
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v Jsgirolcalnmoo e Use the pagination controls at the bottom to set records per
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page (10/25/50/100) and navigate pages, or use Jump to
D) AST-34003USK-00027 Smartphanes (Copy) Motorola I T Hardware HO Audit Kuku Auditor - 25000 25000 NONE NONE .
First, Jump to Last, or Jump to Page. The total number of
D AST-LEVELOTHINK-00026 123454321 Motorola ~ THINKPAD  HaadOffice Audit KukuAuditor I - 0 0 NONE MONE .
records and pages is shown as TOTAL RECORDS.
D AST-MON-00025 Monitor3 (Copy) (Copy) pell Monitors Gurugram E E DISPOSED - 0 0 NONE NONE
@ AST-MON-00024 Moniter3 (Copy) Dell Mcnstors  GlobalHQ - NY Audit ¥ukuhudtor  EEINED - 0 0 NONE NONE
A Profile D AST-MON-00023 Monitar3 Dell Menitors Gurugram - - 02/06/2026 . 12:00 AM 5000 5000 NONE NONE
€1 Settings
Q) AST-MON-00022 Monitar2 D=l Meadtors Gurugram T - 02/06/2026 ,12 00 AM 8000 8000 NONE NONE
8 Billing
(> Logout D AST-MON-00021 Monitort Dell Menitors Gurugram Audit - 02/06/2026 . 12:00 AM 33333 33333 NONE NONE
4 L ]
TOTALREZCORDS: 23 IPAGE1/ 3 SH0W @ 25 50 100 JumPTOFIRST ¢ PAGE1 D  JUMPTOLAST Q

Figure 74 - Asset Report
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Asset History Report

Y > REPORTS > ASSET
SNl oo 2 == Activity Panel 1>
se\. ASSET ‘
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™
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6 Billing < :
> Logout TOTALBECCORDS : 33 IPAGE1/4 SHOW : @ 25 S50 100 JumpTOFRST £ PAGE1 D JUMPTOLAST Q

Figure 75 - Asset History Report

Reports

STEPS

Go to: Reports, then open Asset History Report. The report
lists every asset movement with its Asset Code, Asset Name,
Movement Type, From Department, To Department, From
User, To User, Location, Movement Date, Action By, and
Remarks.

The Movement Type of each record shows the action
performed - for example, ASSIGN, TRANSFER, RETURN, or
DISPOSED. For disposed assets, the Remarks column
records the disposal method and disposal value.

Under Search, type in Search Assets to look for a particular
asset by name or code.

Narrow the report using the All Types, Select Department,
Action By, and Select Asset dropdowns.

Use Select From Movement Date and Select To Movement
Date to restrict the report to a movement date range.
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Asset History Report
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Figure 75 - Asset History Report

Reports

STEPS, CONTINUED

) click SEARCH to apply the filters, or click CLEAR FILTERS to

reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Asset Code, Asset Name, Movement Type,
From Department, To Department, From User, To User,
Location, Movement Date, Action By, Remarks), and click
EXPORT CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Asset Ticket
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Figure 76 - Asset Ticket Report

Reports

STEPS

Go to: Reports, then open Asset Ticket Report. The report
lists every ticket raised against an asset with its Ticket ID,
Asset Code, Asset Name, Ticket Type, Priority, Status,
Assigned Department, Assigned To, Reported By, Created
Date, Closed Date, and Remarks.

The Priority column shows the urgency of each ticket - for
example, LOW, MEDIUM, or CRITICAL - and the Status
column shows whether it is OPEN or CLOSED. The Closed
Date is blank for tickets that are still open.

Under Search, narrow the report using the Status, Priority,
Select Department, and Select Asset dropdowns.

Use Select From Created Date and Select To Created Date
to restrict the report to a ticket creation date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Ticket ID, Asset Code, Asset Name, Ticket
Type, Priority, Status, Assigned Department, Assigned To,
Reported By, Created Date, Closed Date, Remarks), and click
EXPORT CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Current Stock Balance

STEPS
Ay > $
- " 1] REPORTS NVENTORY e
N Assere |« ol " a Go to: Reports, then open Current Stock Balance under
oot : Current Stock Balance ) .
Export Inventory. The report lists the present stock position of
| Q. SEARCH | [E\I
I Search every inventory item with its Item, Item Code, Category,
[ ocoseoe | ©® ==y ) (Setectun v | ( setectcategory IR Stock Point, Stock Point Value, Unit, Total Inward, and Total
: v Eltem Outward.
{® AssetManagement v & ltemCode
ﬁ-ﬂ Inventory ITEM ITEM CODE CATEGORY STOCK POINT STOCK POINT VALUE UNIT TOTALINWARD TOTALOUTWARD v i Calegory
: v i StockPoint e The Stock Point column shows where the stock is held - for
&3 Ticket Lapicp IN/COOO! IT Hargware ASSET v G 19 1 B
! ¥ IS SchReRItaNe example, ASSET or USER - and the Stock Point Value names
El Audit Nuralltem02 n001 THNK PAD ASSET v Test4 20 0 v i Uat
& Maintenance v i Totallnwerd the specific asset or user. Total Inward and Total Outward
Mouse mouse IT Harcware USER Kuku Auditor Unit 125 0 i L. . . .
\J Purchase v [iZ ol Outierd show the quantities received into and issued out of stock.
R ot Testlil Testi THINK PAD - - FCS 0 0
Reports
AT e ekt A L, 11220080 = 2rled = s L e Under Search, type in SEARCH ITEM to look for a particular
TOTALRECORDS 5 | PAGE1/1 siow: () 25 so 100 sumptormst { PAGE1 ) JUMPTOLAST Q item by name or code.
e Narrow the report using the Select Unit and Select Category
dropdowns; the list refreshes as the filters are applied.
e In the Activity Panel, use the Columns options to show or
hide columns (Item, Item Code, Category, Stock Point, Stock
Point Value, Unit, Total Inward, Total Outward), and click
Ret EXPORT CSV under Export to download the report.
€3 Settings
3 Billi . .
o ngt e Use the pagination controls at the bottom to set records per
= Logou
_ S page (10/25/50/100) and navigate pages, or use Jump to
e _ First, Jump to Last, or Jump to Page. The total number of

records and pages is shown as TOTAL RECORDS.

Figure 77 - Current Stock Balance
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[tem Consumption Report

STEPS
Yy > REPORTS D NVENTORY -\
o assers < | Sl " a Go to: Reports, then open Item Consumption Report under
.85 Item Consumption Report )
[b e \I ra] Export Inventory. The report shows how much of each inventory
b - }I -
=i Search item has been consumed, with its Item, Item Code, Category,
() DASHBOARD ] [ Q SEARCH ITEM ] [Se!ectUni: v] (SelectCategory V} Columns Unit, Total Issued Qty, AVg Unit Cost, No. of Issues, and Last
v JEien Issue Date.
& AssetManagement ¥ & ltemCode
sl Inventory ITEM ITEM CODE CATEGORY UNIT TOTALISSUEDQTY AVG UNITCOST NO. OF ISSUES LAST ISSUEDATE v i Calegory
_ | , v & Unit e Total Issued Qty is the total quantity issued out of stock for
Ticket Laptoo INICOD01 ITHarchware KG 1 - 1 13-May-2026 .
= e ML the item, No. of Issues is the number of separate issue
=/ Audit Nuralitem02 ngo! THINK PAD Test4 0 - 0 v i AvgUnitCost
%) Maintenance v & Nooflssues transactions, and Last Issue Date is the date of the most
Mouse meuse IT Harcware Unit 0 = 0 = o e . . . .
7 Purchase v iZiteatiesvoale recent issue. A dash is shown where no value is available.
Testiil Testl THINK PAD BCS [ - 0 -
Reports
USB-C Laptop Adaples 65W  INV-SMP-001 ITHarGware - 1 - 1 05-Jun-2026 e Under SearCh, type in SEARCH ITEM to l.OOk for a particular
TOTALRECORDS:5 IPACE111 SHOW : 0 25 S0 100 JuwptorRsT £ PAGE1 D> JUMPTOLAST Q |tem by name or Code.
e Narrow the report using the Select Unit and Select Category
dropdowns; the list refreshes as the filters are applied.
e In the Activity Panel, use the Columns options to show or
hide columns (Item, Item Code, Category, Unit, Total Issued
Qty, Avg Unit Cost, No. of Issues, Last Issue Date), and click
B EXPORT CSV under Export to download the report.
© Settings
£ Billing . .
: e Use the pagination controls at the bottom to set records per
- Logout
page (10/25/50/100) and navigate pages, or use Jump to
y First, Jump to Last, or Jump to Page. The total number of

records and pages is shown as TOTAL RECORDS.

Figure 78 - Item Consumption Report
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Inward Outward Summary

STEPS
'\
- (Y > REPORTS > INVENTORY Activity Panel >
o ASSETS |« Go to: Reports, then open Inward Outward Summary under
eoi Inward Outward Summary .
D "H] Export Inventory. The report summarises stock movement for every

SEARCH 2

| —

comrer EXPORTCSV
O DASHBOARD ] [ Q SEARCH ITEM ] [ Select Unit

inventory item with its Item, Item Code, Category, Stock
Point, Stock Point Value, Unit, Total Inward, Total Outward,

v J [Sclcct()atcgow v J

Columns
v joite and Net Difference.
@ AssetManagement ¢ | & itamCode
f1z] Inventory ITEM ITEM CODE CATEGORY STOCK POINT STOCK POINT VALUE UNIT TOTALINWARD TOTALOUTWARD NET DIFFERENCE v i Calegory . . . )
v & StockPont e Total Inward is the quantity received into stock, Total
&3 Ticket Laptop INIODDO1 ITHarcware ASSET v KG 19 1 18 .
T e v i StockPontVaiue Outward is the quantity issued out, and Net Difference is the
E| Audit Nuralitem02 n0o! THINK PAD ASSET ™ Test4 20 0 20 v E Unit - - - -
&) Maintenance v | & Towslinward resulting balance for that item at the given stock point.
= Mouss meuse IT Harcware USER KUk Auditor Unit 125 0 125 -
1._‘), Plirchace v | 2 TotalOutward
S § ) v i NelDifferencs . .
Reports Sontlh e Lighi 22 2 2 : o The Stock Point column shows where the stock is held - for
USB-C Laptop Adapter 65W  INV-SMP-001 ITHarcvware ASSET Monitor] - 5 1 4 examp[e’ ASSET or USER _ and the StOCk POint Val.ue names
TOTALRECORDS 5 1PAGE1/1 sion: @) 25 s0 100 A IO ERSECLBA0R I N O Q the specific asset or user. A dash is shown where no value is

available.

Under Search, type in SEARCH ITEM to look for a particular
item by name or code.

Narrow the report using the Select Unit and Select Category
dropdowns; the list refreshes as the filters are applied.

2 Profile

. e In the Activity Panel, use the Columns options to show or

EE o hide columns (Item, Item Code, Category, Stock Point, Stock
= Logout

Reports

Figure 79 - Inward Outward Summary

Point Value, Unit, Total Inward, Total Outward, Net
Difference), and click EXPORT CSV under Export to download
the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Reorder Alert
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Figure 80 - Reorder Alert Report

Reports

STEPS

Go to: Reports, then open Reorder Alert Report under
Inventory. The report highlights items that need
replenishment and lists each item with its Item, Item Code,
Category, Unit, Min Stock, Reorder Level, Reorder Quantity,
Reorder Date, and Status.

Min Stock is the minimum stock to be maintained, Reorder
Level is the balance at which a fresh order should be raised,
Reorder Quantity is the quantity to order, and Reorder Date
is the date on which the reorder is due. A dash is shown
where no value has been set.

The Status column shows the replenishment position of
each item - GOOD where stock is adequate, LOW_STOCK
where it has reached the reorder level, and STOCKOUT
where no stock remains.

Under Search, type in SEARCH ITEM to look for a particular
item by name or code.

Narrow the report using the Select Unit and Select Category
dropdowns; the list refreshes as the filters are applied.

In the Activity Panel, use the Columns options to show or
hide columns (Item, Item Code, Category, Unit, Min Stock,
Reorder Level, Reorder Quantity, Reorder Date, Status), and
click EXPORT CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Inventory Master Report
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Figure 81 - Inventory Master Report

Reports

STEPS

Go to: Reports, then open Inventory Master Report under
Inventory. The report gives the complete master and stock
position of every inventory item, with its Item Code, Item
Name, Brand, Category, Unit of Measure, HSN Code,
Location, Current Stock Quantity, Reserved Quantity (if
applicable), Available Quantity, Reorder Level, and Average
Cost per Unit.

Additional columns are available in the Activity Panel - Total
Stock Value (Qty x Avg Cost) and Vendor. A dash is shown
where no value has been set.

Reserved Quantity is the stock already committed against a
request, and Available Quantity is the balance that remains
free for issue.

Under Search, narrow the report using the Select Category,
Select Brand, Select Location, and Stock Availability
dropdowns.

Use Created From and Created To to restrict the report to
an item creation date range, and Updated From and Updated
To to restrict it to a last-updated date range.
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Inventory Master Report

STEPS, CONTINUED

\
S Activity Panel B G Click SEARCH to apply the filters, or click CLEAR FILTERS to
5 (22 Inventory Master Report - reset them
e )@
— Search
' () DASHBOARD ‘ T ] [ : . ] [ e ] a Use the horizontal scroll bar below the table to view the
X ) { s>@lect Cate ,f)",= A Select Brand ~ select Location v co'um
i v | & RamCode remaining columns.
& Asset Management Stock Availability v ] [ Created FIo ] [ Created To ] v i kemhama
[~ \ v = Brand . . .
%) Inventory E— ] [ ' ] o ey, e In the Activity Panel, use the Columns options to show or
3 Ticket ! = . .
- v & Unitof Megsure hide columns (Item Code, Item Name, Brand, Category, Unit
( ) 4. of Measure, HSN Code, Location, Current Stock Quantity,
(o) Maintenance v & Localion
) s o =]t s Reserved Quantity, Available Quantity, Reorder Level,
Reporte TEMCODE  ITEMNAME BRAND CATEGORY UNITOFMEASURE HSNCODE LOCATION CURRENTSTOCKOQUANTITY RESERVED QUANTITY (IF APPLICABLE) AVAILABLE GUANTITY REORDERLEVEL AVERAGE COSTPERUN = Reserveduantay (¢ Average Cost per Unit, Total Stock Value, Vendor), and click
it = appicable)
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- E— e — 5 S - " . o page (10/25/50/100) and navigate pages, or use Jump to
e SO = R R x x . 1 . First, Jump to Last, or Jump to Page. The total number of
« > records and pages is shown as TOTAL RECORDS.
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Figure 81 - Inventory Master Report
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Inventory Movement & Transaction Report

STEPS
'\

Cr 3 PCRTS > INVENTO s .
| deEre | <l Activity Fanel 2 ° Go to: Reports, then open Inventory Movement & Transaction
Inventory Movement & Transaction Report .

e — Export Report under Inventory. The report lists every stock
Q) SEARCH | ) . . .

Search transaction with its Item Code, Item Name, Transaction Type
| ar lhilne i | [ Q ] [nm.ﬁ.mmwe VJ [So'ec: Location v] — (Add / Draw / Move / Adjustment / Delete), Quantity, From
=—— v & ltemCade Location, To Location, Balance Quantity (after transaction),
& Asset Management [USC-' o ] [ From Transaction Date ] [ ToTransaction Date ] v ItemName . .

. Transaction Date, and Action By.
(131 Inventory Ig’r':?c‘h:;"“pc (Aca
v i IMove !
9 pudit v & Quantity e The Transaction Type shows what was done to the stock -
= AU v | i FromLocaton . .
: . Add for stock received, Draw for stock issued, Move for a
Maintenance ITEMCODE ITEM NAME TRANSACTION TYPE (ADD / DRAW / MOVE / ADJUSTMENT / DELETE) QUANTITY FROM LOCATION TO LOCATION BALANCE QUANTITY (AFTER TRANSACTION) TRANSACTION DATE ACTION BY v | & Telocaton
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INV-SMP-001 USB-C Laptop Adapter G5\ Move 1 Monitorl Bangalore 3 05-Jun-2026 Kukku = ActionBY
V=
_ show a dash where they do not apply.
INV-SMP-001 USB-C Laptop Adapter 65\ Draw 1 Menitorl = A 05-4un-2026 KUkKuMNT v i Remarks
INV-SMP-001 USB-C Laptop Adapler 65V Add 5 - Monitort 5 05-Jun-202% Ramprawesh Kumnar e . . .
Balance Quantity (after transaction) is the stock balance
¥ Mous Move 1 Kukw Aud 4 & 02-Jun-2026 R . . .

e = S e = = that remained after the transaction, and Action By names

mouse Mouse Add 5 - Kuku Auditor 5 02-Jun-2026 Ramprawesh Kumar the user WhO performed |t A Remarks Column iS al.SO
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Figure 82 - Inventory Movement & Transaction Report
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Inventory Movement & Transaction Report

STEPS, CONTINUED

{) ?> REPCRTS > INVENTORY (i > . .
ActivityEane! ' e Use From Transaction Date and To Transaction Date to

Export restrict the report to a transaction date range.

) (- | s 5llEes 31 €) click SEARCH to apply the filters, or click CLEAR FILTERS to

! psseTs |«

Inventory Movement & Transaction Report

v i ltemCade reset them.
& Asset Management [USC-' o ] [ From Transaction Date ] [ ToTransaction Date ] v ItemName
=1k invento Transaction Type (Add . .
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Figure 82 - Inventory Movement & Transaction Report
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Open vs Closed
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Figure 83 - Open vs Closed

Reports

STEPS

Go to: Reports, then open Open vs Closed under Ticket. The

report compares open and closed tickets and lists each

ticket with its Ticket, Priority, Status, Category, Raised By,

Assigned To, Location, Due Since, Creation Date, Closed
Date, and Resolution / Closure Remarks.

The Status column shows whether a ticket is OPEN or
CLOSED, and the Priority column shows its urgency - for
example, LOW, MEDIUM, or CRITICAL.

Due Since is the date from which the ticket has been

pending. For open tickets, the Closed Date and Resolution /

Closure Remarks columns show a dash; for closed tickets,

the remarks record how the issue was resolved.

Under Search, type in SEARCH TICKETS to look for a
particular ticket by title.

Narrow the report using the Status, Priority, Assigned to, and

Select Category dropdowns.
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Open vs Closed
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Figure 83 - Open vs Closed

Reports

STEPS, CONTINUED

@ click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

For a closed ticket, click the view (eye) icon in the Actions
column to open its resolution details.

In the Activity Panel, use the Columns options to show or
hide columns (Ticket, Priority, Status, Category, Raised By,
Assigned To, Location, Due Since, Creation Date, Closed
Date, Resolution / Closure Remarks), and click EXPORT CSV
under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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SLA Compliance Report

STEPS
L} > weem. ) Hoxe Activity Panel I>\
ASSETS | < _ ¥ ° Go to: Reports, then open SLA Compliance Report under
SLA Compliance Report . . . . .
Bl EXport Ticket. The report measures each ticket against its service
\—J EXPORT CSV . . cy . . .
Search — level agreement and lists it with its Ticket, Priority, Status,
-
' () DASHBOARD T S e : : :
[ | [ a SEARCH TICKETS ) ( stats v | ((priority ) e Category, Assigned To, Location, Due Since, Closed Date, SLA
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= T . . . . . .
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target was exceeded or has already passed. Open tickets
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Figure 84 - SLA Compliance Report
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SLA Compliance
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Figure 84 - SLA Compliance Report

Reports

STEPS, CONTINUED

@ click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

a For a closed ticket, click the view (eye) icon in the Actions
column to open its resolution details.

e In the Activity Panel, use the Columns options to show or
hide columns (Ticket, Priority, Status, Category, Assigned To,
Location, Due Since, Closed Date, SLA Target Time,
Resolution Time, SLA Status), and click EXPORT CSV under
Export to download the report.

e Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Ticket Category/Type Summary

STEPS
, =
. ) > RerorTS TICKET -
o ASseTs |« - i e ? ° Go to: Reports, then open Ticket Category/Type Summary
icket Category/Type Summary . .
D @ Export under Ticket. The report groups tickets by category and
SEARCH 2
; Search shows one row per category with its Category, Total Tickets,
| () DASHBOARD | [ a ] p— Open Ticket, Closed Ticket, SLA Breached, and Avg
' v J=icatecory Resolution Time.
@ AssetManagement v i TotalTickets
f13) Inventory CATEGORY TOTALTICKETS OPEN TICKET CLOSED TICKET SLABREACHED AVG RESOLUTION TIME v i OpenTicket ) . ) .
v i ClosedTicket e Total Tickets is the number of tickets raised for the
&3 Ticket ITHardvare 3 1 2 2 238h 46m )
= v i SLABreached category, split into Open Ticket and Closed Ticket, while SLA
&) Audit Laptop i 0 1 1 136h 52m v & AvgResolution Tme
Ik Malntanance - 5 2 1 3 g Breached is the number of those tickets that exceeded their
W tors hasm
\J purchase SLA target time.
Test 2 1 1 2 665n4m
Reports
THINKPRD ‘ ‘ 0 ! - e Avg Resolution Time is the average time taken to close the
TOTALRECORDS : 5 IPAGE 1/1 srow: ) 25 so 100 uMpTOFRST { PAGE1 D  JUMPTOLAST Q tickets in that category, shown in hours and minutes - for
example, 238h 46m. A dash is shown where no ticket has
been closed yet.
e Under Search, type in SEARCH CATEGORIES to look for a
particular category.
e In the Activity Panel, use the Columns options to show or
o P hide columns (Category, Total Tickets, Open Ticket, Closed
2 B Ticket, SLA Breached, Avg Resolution Time), and click
Billing
- EXPORT CSV under Export to download the report.
ogout
— Y, e Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of

Figure 85 - Ticket Category/Type Summar
€ gory/yp y records and pages is shown as TOTAL RECORDS.
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User/Department-wise Ticket Status
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Figure 86 - User/Department-wise Ticket Status

Reports

STEPS

Go to: Reports, then open User/Department-wise Ticket
Status under Ticket. The report groups tickets by
department and shows one row per department with its
Department, Total Tickets, Open Ticket, Closed Ticket, In
Progress, SLA Breached, and Avg Resolution Time.

Total Tickets is the number of tickets for the department,
split into Open Ticket, In Progress, and Closed Ticket, while
SLA Breached is the number of those tickets that exceeded
their SLA target time.

Avg Resolution Time is the average time taken to close the
department's tickets, shown in hours and minutes - for
example, 665h 4m. A dash is shown where no ticket has
been closed yet.

Tickets that have not been assigned to any department are
grouped under Unassigned.

Under Search, use the Select Department dropdown to
restrict the report to a particular department.

In the Activity Panel, use the Columns options to show or
hide columns (Department, Total Tickets, Open Ticket,
Closed Ticket, In Progress, SLA Breached, Avg Resolution
Time), and click EXPORT CSV under Export to download the
report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 87 - Ticket Master Report

Reports

STEPS

Go to: Reports, then open Ticket Master Report under Ticket.
The report gives the complete detail of every ticket raised in
the system, with its Ticket ID, Ticket Name, Description,
Ticket Type, Priority, Status, Asset Category, Asset, Asset
Location, Assigned Department, Assigned To, Assigned By,
Reported By, Reported On, and Closed On.

The Priority column shows the urgency of the ticket - for
example, LOW, MEDIUM, or CRITICAL - and the Status
column shows whether it is OPEN or CLOSED. A dash is
shown where a value has not been set.

Under Search, narrow the report using the Status, Ticket
Type, Priority, Assigned Department, Assigned To, Reported
By, Asset Category, Asset, Asset Linking, and SLA Status
dropdowns.

Use Reported From and Reported To to restrict the report to
a reported date range, and Closed From and Closed To to
restrict it to a closure date range.
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Figure 87 - Ticket Master Report

Reports

STEPS, CONTINUED

© click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the

remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Ticket ID, Ticket Name, Description, Ticket
Type, Priority, Status, Asset Category, Asset, Asset Location,
Assigned Department, Assigned To, Assigned By, Reported
By, Reported On, Closed On), and click EXPORT CSV under
Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 88 - Ticket Performance / SLA Report

Reports

STEPS

Go to: Reports, then open Ticket Performance / SLA Report
under Ticket. The report measures ticket handling
performance and lists each ticket with its Ticket ID, Ticket
Name, Ticket Type, Priority, Status, Assigned Department,
Assigned To, Asset Category, Asset, Reported On, Closed On,
Resolution Time, First Response Time, SLA Target, and SLA
Status.

Resolution Time is the time taken to close the ticket and
First Response Time is the time taken to respond to it first,
both shown in days - for example, 5d. SLA Target is the date
by which the ticket should be resolved, and SLA Status
shows whether that target was met or breached.

For tickets that are still open, the Closed On, Resolution
Time, and First Response Time columns show a dash.

Under Search, narrow the report using the Ticket Type,
Priority, Status, Department, Assigned To, Asset Category,
Asset, SLA Status, and Escalation Status dropdowns.

Use Reported From and Reported To to restrict the report to
a reported date range, and Closed From and Closed To to
restrict it to a closure date range.
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Figure 88 - Ticket Performance / SLA Report

Reports

STEPS, CONTINUED

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Ticket ID, Ticket Name, Ticket Type, Priority,
Status, Assigned Department, Assigned To, Asset Category,
Asset, Reported On, Closed On, Resolution Time, First
Response Time, SLA Target, SLA Status), and click EXPORT
CSV under Export to download the report.

Use the pagination controls at the bottom to set records per

page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 89 - Audit Summary Report

Reports 121



REPORTS

Audit Summary Report

STEPS, CONTINUED
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Figure 89 - Audit Summary Report
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Figure 90 - Auditor Performance Report

Reports

STEPS

Go to: Reports, then open Auditor Performance Report under
Audit. The report measures how each auditor is performing
and lists Auditor, Audit Code, Total Asset Audited, Total
Discrepancies, Audits Assigned, Audits Completed, Audit
Duration, Created Date, and Last Audit Date.

Total Asset Audited is the number of assets the auditor has
checked and Total Discrepancies is the number of
mismatches found. Audits Assigned and Audits Completed
show the auditor's workload against work finished, and Audit
Duration is the time taken to complete the audit.

Where a value has not been recorded - for example, for an
audit that is still in progress - the column shows a dash.

Under Search, use the Search Assets box to look up an
auditor's record by asset, and narrow the report using the All
Status, Audit Type, Auditor, Select Location, and Select
Department dropdowns.
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Figure 90 - Auditor Performance Report

Reports

STEPS, CONTINUED

Use Created From and Created To to restrict the report to a
creation date range, and Last Audit From and Last Audit To
to restrict it to a last audit date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

In the Activity Panel, use the Columns options to show or
hide columns (Auditor, Audit code, Total Asset Audited, Total
Discrepancies, Audits Assigned, Audits Completed, Audit
Duration, Created Date, Last Audit Date), and click EXPORT
CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 91 - Audit Compliance Report

Reports

STEPS

Go to: Reports, then open Audit Compliance Report under
Audit. The report shows how far each audit complies with
the assets on record and lists Audit Code, Audit Type,
Location, Department, Auditor, Start Audit Date, Last Audit
Date, Total, Verified, Missing, Extra, Damaged, Status, and
Completion Date.

Total is the number of assets covered by the audit, while
Verified, Missing, Extra, and Damaged show how many of
those assets fell into each outcome - for example, 4 total
with 4 verified and 1 missing.

Where a value has not been recorded - such as Audit Type,
Department, Status, or Completion Date for an audit that is
not yet complete - the column shows a dash.

Under Search, use the Search Assets box to look up an audit
by asset, and narrow the report using the All Status, Audit
Type, Auditor, Select Location, and Select Department
dropdowns.

Use Select Start Date and Select End Date to restrict the
report to an audit date range.
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Figure 91 - Audit Compliance Report

Reports

STEPS, CONTINUED

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Audit code, Audit type, Location, Department,
Auditor, Start audit Date, Last audit Date, Total, Verified,
Missing, Extra, Damaged, Status, Completion Date), and click
EXPORT CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.

126



REPORTS

Audit Detailed Report

™S S REPOGRTS
L] o 2 T y =t Activity Panel 1>
ss\. ASSETS
e Audit Detailed Report
Export
Q_ SEARCH l
Search EXPORTCSV
) DASHBOARD | [ SRR ] [ = ]
| Q, Select Category v Status v o
_ ¥ i AuditiD
@ Asset Management | Auditor v ] [Selrzct Location e ] [Con(!it:'on ¥ ] v i AuditName
[r;] Inventory - v i AssellD
B = o Sel C F D ] [ Select Creation To Dats ] [ Select Start Date ] v & AssetName
cke .
- « i Category
Audit Sale ] « i Subcategory
() Maintenance v i Serial Number
S Purchose ( CLEAR FILTERS ) SEARCH C v i Expectled Location
< « i Actual Lecation
Repoits « i AuditStatus
AUDITID AUDITNAME ASSETID ASSETNAME CATEGORY SUBCATEGORY SERIALNUMBER EXPECTEDLOCATION ACTUALLOCATION AUDITSTATUS CONDITION REMARKS SCANNEDBY SCANDATE&TIME AUDITDATE AUDITOR NAME v Eaie
v I Remanks
KukkuMNT v i Sea By
= — - = 5 - -, = = = Kuku Auditor « i ScanDate&Tima
v i AuditDale
TOTALRECORDS : 2 |PAGE1/1 S:-:OW:Q 25 50 100 JuMPTOFRST < PAGE1 » JUMPTOLAST Q
S Protile
3 Settings
£ Billing
(> Logout

Reports

Figure 92 - Audit Detailed Report

STEPS

Go to: Reports, then open Audit Detailed Report under Audit.
The report lists every asset checked in an audit, line by line,
with its Audit ID, Audit Name, Asset ID, Asset Name,
Category, Subcategory, Serial Number, Expected Location,
Actual Location, Audit Status, Condition, Remarks, Scanned
By, Scan Date & Time, Audit Date, and Auditor Name.

Expected Location is where the asset should be as per
records and Actual Location is where it was found during the
audit, so a difference between the two indicates a
discrepancy. Condition records the physical state of the
asset and Remarks carries any note the auditor added.

Where a value has not been recorded - for example, for an
asset that has not yet been scanned - the column shows a
dash.

Under Search, use the Search Audit box to look up an audit
by name, and narrow the report using the Select Category,
Status, Auditor, Select Location, and Condition dropdowns.

Use Select Creation From Date and Select Creation To Date
to restrict the report to a creation date range, and Select

Start Date and Select End Date to restrict it to an audit date
range.
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Figure 92 - Audit Detailed Report

Reports

STEPS, CONTINUED

@ click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

a Use the horizontal scroll bar below the table to view the
remaining columns.

e In the Activity Panel, use the Columns options to show or
hide columns (Audit ID, Audit Name, Asset ID, Asset Name,
Category, Subcategory, Serial Number, Expected Location,
Actual Location, Audit Status, Condition, Remarks, Scanned
By, Scan Date & Time, Audit Date), and click EXPORT CSV
under Export to download the report.

e Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 93 - Category Wise Audit Report

Reports

STEPS

Go to: Reports, then open Category Wise Audit Report under
Audit. The report groups audit results by asset category and
lists Category, Total Assets, Verified, Missing, Excess,
Damaged, Compliance %, and Auditor.

Total Assets is the number of assets audited in that
category, while Verified, Missing, Excess, and Damaged show
how many of those assets fell into each outcome.
Compliance % is the share of assets in the category that
were verified, for example 100%.

Auditor shows the auditor responsible for the assets in that
category.

Under Search, use the Search box to look up a category, and
narrow the report using the Select Category and Auditor
dropdowns.

In the Activity Panel, use the Columns options to show or
hide columns (Category, Total assets, Verified, Missing,
Excess, Damaged, Compliance %, Auditor), and click EXPORT
CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.

129



REPORTS

Discrepancy Report
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o ASSETS ‘ < . e S02 ° Go to: Reports, then open Discrepancy Report under Audit.
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Figure 94 - Discrepancy Report
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STEPS, CONTINUED
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page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 94 - Discrepancy Report
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Figure 95 - Maintenance Schedule Report

Reports

STEPS

Go to: Reports, then open Maintenance Schedule Report
under Maintenance. The report lists every maintenance
schedule with its Schedule ID, Maintenance Type, Frequency,
Asset Category, Asset, Location, Assigned Department,
Assigned To, Start Date, End Date, Next Due Date, Last
Completed Date, and Status.

Maintenance Type records the kind of work planned - for
example, Corrective, Preventive, or Calibration - and
Frequency shows how often it recurs, such as Weekly,
Monthly, or Custom.

Next Due Date is when the schedule falls due again and Last
Completed Date is when it was last carried out. Status
shows whether the schedule is Upcoming, Due, Completed,
or Missed.

Where a value has not been recorded - such as Asset
Category, or Last Completed Date for a schedule that has
never been carried out - the column shows a dash.

Under Search, narrow the report using the Status,
Maintenance Type, Frequency, Assigned Department,
Assigned To, Asset Category, Asset, and Location dropdowns.
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Figure 95 - Maintenance Schedule Report
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G Under Search, narrow the report using the Maintenance
Figure 96 - Maintenance Performance Report Type, Department, Assigned To, Asset Category, Asset, and

Location dropdowns.
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Figure 96 - Maintenance Performance Report
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STEPS, CONTINUED

Use Start Date From and Start Date To to restrict the report
to a schedule start date range, and End Date From and End
Date To to restrict it to a schedule end date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (Maintenance Type, Frequency, Asset Category,
Asset, Total Scheduled, Completed Count, Missed Count,
Completion Rate (%), Avg Completion Delay, On-Time
Completion (%), Assigned Department, Assigned To, Start
Date, End Date), and click EXPORT CSV under Export to
download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 97 - Purchase Requisition Report
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Figure 97 - Purchase Requisition Report

Reports

STEPS, CONTINUED

Under Search, use the Search Requisition box to look up a
requisition, and narrow the report using the Select

Requested By, Select Department, Status, Select Location,
Priority, Select Vendor, and Select Created By dropdowns.

Use Select PR Date From and Select PR Date To to restrict
the report to a requisition date range, Select Approved Date
From and Select Approved Date To to restrict it to an
approval date range, and the Select Created Date fields to
restrict it to a creation date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

In the Activity Panel, use the Columns options to show or
hide columns (PR Number, PR Date, Requested By,
Department, Location, Priority, Total Amount, Status,
Vendor, Approved By, Approved Date, Converted to PO,
Created By, Created Date), and click EXPORT CSV under
Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 98 - Pending PR / Approval Report

Reports

STEPS

Go to: Reports, then open Pending PR / Approval Report
under Purchase. The report lists purchase requisitions that
are still awaiting approval, with their PR Number, PR Date,
Requested By, Department, Priority, Total Amount, Current
Approver, Approval Status, Pending Since (Date), and
Remarks.

Current Approver is the person the requisition is sitting with
at present, and Approval Status shows the stage it has
reached in the approval workflow.

Pending Since (Date) is when the requisition arrived with the
current approver, so it indicates how long the approval has
been outstanding. Remarks carries any note the approver
has recorded.

Because the report covers only requisitions awaiting action,
an approved or rejected requisition drops out of the list. Use
the Purchase Requisition Report if you need the full history.

Where no requisitions are awaiting approval, the table shows
No Data Available and TOTAL RECORDS reads 0.

138



REPORTS

Pending PR / Approval Report

(') > REPORTS D> PURCHASE

s\, ASSETS ‘ <I

'Q SEARCH |

Pending PR / Approval Report

] [ Select Requested By

N ] [ Select Department

=)

v ] [ Select Approver Name

N ] [ Select PR Date From

)

J [ Select Location

v ] [Frior:ty

2

Search
[ () DASHBOARD ] ( a S _—
@ AssetManagement [Stat.m
1a) Inventory
&3 Ticket ( Sy Pl
£l Audit <

(@ Malntenance

Y5 purchase

Reports

TOTALRECORDS: 0 IPAGE1

2 Profile
3 Settings
8 Billing

(> Logout

No Data Available

SHOW:Q 25 50 100

JUMPTOFIRST ¢  PAGE1 >  JUMPTOLAST

=) a

Activity Panel

Export

Columns

H PR Number

# DRData

2 Requested By

3 Department

# Bnonty

# Total Amount

2 Currenl Approver

3 Approval Stalus

# Pending Since (Date)

6y &Y &Y &9 &9 &9 &Y &Y &% &3

# Bamarks

1>

EXPORTCSV

Figure 98 - Pending PR / Approval Report

Reports

STEPS, CONTINUED

Under Search, use the Search PO Number box to look up a
record, and narrow the report using the Select Requested
By, Select Department, Status, Select Approver Name, Select
Location, and Priority dropdowns.

Use Select PR Date From and Select PR Date To to restrict
the report to a requisition date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

In the Activity Panel, use the Columns options to show or
hide columns (PR Number, PR Date, Requested By,
Department, Priority, Total Amount, Current Approver,
Approval Status, Pending Since (Date), Remarks), and click
EXPORT CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 99 - Purchase Order Report

Reports

STEPS

Go to: Reports, then open Purchase Order Report under
Purchase. The report lists every purchase order with its PO
Number, PO Date, Vendor Name, PR Number, Department,
Location, Total Amount, Tax Amount, Net Amount, Status,
Created By, Approved By, and Approved Date.

PR Number shows the requisition the order was raised from,
so you can trace a purchase order back to its originating
purchase requisition.

Total Amount is the order value before tax, Tax Amount is
the tax applied, and Net Amount is the payable total. Where
no tax applies, Tax Amount reads 0 and Net Amount
matches Total Amount.

Status shows where the order has reached - for example,
Pending while it awaits approval, or Force Close where it has
been closed without being fully received.

Where a value has not been recorded - such as Approved By
or Approved Date for an order still Pending - the column
shows a dash.
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Figure 99 - Purchase Order Report

Reports

STEPS, CONTINUED

Under Search, use the Search PO Number box to look up an
order, and narrow the report using the Select Vendor, Select
Department, Status, Select Location, and Select Created By
dropdowns.

Use PO Date From and PO Date To to restrict the report to
an order date range, and Approved Date From and Approved
Date To to restrict it to an approval date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

In the Activity Panel, use the Columns options to show or
hide columns (PO Number, PO Date, Vendor Name, PR
Number, Department, Location, Total Amount, Tax Amount,
Net Amount, Status, Created By, Approved By, Approved
Date), and click EXPORT CSV under Export to download the
report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 100 - Line Item PO Report

Reports

STEPS

Go to: Reports, then open Line Item PO Report under
Purchase. The report breaks purchase orders down to the
individual items ordered, with the PO Number, Vendor, Item
Name, Category, Quantity Ordered, Unit Price, Total Price,
Tax, Net Amount, Delivery Date, and Status.

Unlike the Purchase Order Report, this report shows one row
for every line item, so the same PO Number repeats once for
each item on that order. Use it when you need item-level
detail rather than order totals.

Total Price is Quantity Ordered multiplied by Unit Price, and
Net Amount is Total Price plus Tax. Where no tax applies,
Tax reads 0 and Net Amount matches Total Price.

Delivery Date is the date the item is expected against that
order, and Status reflects the state of the parent purchase
order - for example, Pending or Force Close.

Where a value has not been recorded - such as Category for
an item that has not been categorised - the column shows a
dash.
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Figure 100 - Line Item PO Report

Reports

STEPS, CONTINUED

Under Search, use the Search PO Number box to look up an
order and the Search Item Name box to look up an item, and
narrow the report using the Select Vendor, Select Category,
and Status dropdowns.

Use PO Date From and PO Date To to restrict the report to
an order date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

In the Activity Panel, use the Columns options to show or
hide columns (PO Number, Vendor, [temm Name, Category,
Quantity Ordered, Unit Price, Total Price, Tax, Net Amount,
Delivery Date, Status), and click EXPORT CSV under Export
to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS; note that
this counts line items, not purchase orders.
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Figure 101 - GRN (Goods Receipt Note) Report

Reports

STEPS

Go to: Reports, then open GRN (Goods Receipt Note) Report
under Purchase. The report lists what has actually been
received against purchase orders, with the GRN Number,
GRN Date, PO Number, Vendor, Item Name, Ordered
Quantity, Received Quantity, Pending Quantity, Rejected
Quantity, Accepted Quantity, Received By, Location, Status,
and Remarks.

Each row is a single item on a goods receipt note, so a GRN
covering several items appears once for each item, and PO
Number links the receipt back to the order it was raised
against.

Ordered Quantity is what the purchase order called for and
Received Quantity is what arrived. Pending Quantity is the
balance still to come, so a value above zero indicates a part
delivery.

Of what arrived, Rejected Quantity is the amount turned
away on inspection and Accepted Quantity is the amount
taken into stock. Only the accepted quantity updates
inventory.

Received By is the user who recorded the receipt and
Location is where the goods were booked in. Status shows
the stage of the note - for example, Draft while it is still
being entered.

Where a value has not been recorded - such as Remarks
where no note was added - the column shows a dash.

144



REPORTS

GRN (Goods Receipt Note) Report

e )
N of ¢ s Activity Panel 1>
esN, ASSETS
LI GRN (Goods Receipt Note) Report
Export
| Q. SEARCH |
Search EXPORT CSV
| () DASHEOARD | ( e (T Somrch PO Numb [ Uaros ]
| Q earch GRN Numbt Q Number Select Vendor v Columns
e - v % GRN Number
@ AssetManagement L Select Received By N ] Select Location et ] [5'-3‘“5 v ] « I GRNDale
[iz] Inventory % v i PONumoer
GRN Date From J [ GRN Date Te ] v 3 Vendor
&3 Ticket B
v I llemName
@ Maintenance « i Received Quantity
: I P Cuanti
1“3 Purchase v ending Lity
5 GRNNUMBER GRN DATE PO NUMBER VENDOR ITEMNAME  ORDERED QUANTITY RECEIVED QUANTITY PENDING QUANTITY REJECTED QUANTITY ACCEPTED QUANTITY LOCATION  STATI v ESifeecled QuBnity
ROpoite v # Accepted Quantity
GRN-5-1779437430709  21-Mazy-2026 DO-5-1779436389274 MNural Traders Office Projector 1 1 0 0 RamAdminviewonly DeiniBrarch @Y 3 )
« 3 Received By
4 ® v 3 Locauon
TOTALRECCRDS :1 | PAGE 111 SHOW @ 25 50 100 swmproFRsT ¢ PAGET > JUMPTOLAST Q Y s
+ i Remarks
2 Profile
8 Settings
5 Billing
(> Logout
J

Figure 101 - GRN (Goods Receipt Note) Report

Reports

STEPS, CONTINUED

Under Search, use the Search GRN Number and Search PO
Number boxes to look up a receipt or an order, and narrow
the report using the Select Vendor, Select Received By,
Select Location, and Status dropdowns.

Use GRN Date From and GRN Date To to restrict the report
to a receipt date range.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Use the horizontal scroll bar below the table to view the
remaining columns.

In the Activity Panel, use the Columns options to show or
hide columns (GRN Number, GRN Date, PO Number, Vendor,
ltem Name, Ordered Quantity, Received Quantity, Pending
Quantity, Rejected Quantity, Accepted Quantity, Received By,
Location, Status, Remarks), and click EXPORT CSV under
Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Figure 102 - Depreciation Asset Register

Reports

STEPS

Go to: Reports, then open Depreciation Asset Register under
Depreciation. The register lists every asset with its Asset
Code, Asset Name, Category, Location, Department,
Purchase Date, Purchase Cost, Residual Value, Useful Life
(Years / Months), Depreciation Method, Opening Book Value,
Depreciation for Period, Accumulated Depreciation, and
Closing Book Value.

Purchase Cost is the value the asset was brought onto the
books at, and Residual Value is the value it is expected to
retain at the end of its life. Depreciation is written down
only to the residual value, never below it.

Useful Life (Years / Months) is the period over which the
asset is written down, and Depreciation Method is the basis
used to calculate the charge - the methods set up under
Masters, Depreciation.

Opening Book Value is the asset's value at the start of the
period, Depreciation for Period is the charge for that period,
and Closing Book Value is the value carried forward, so
Closing Book Value is Opening Book Value less Depreciation
for Period.

Accumulated Depreciation is the total written off since the
asset was purchased, so Purchase Cost less Accumulated
Depreciation gives the current Closing Book Value.

The depreciation columns are only calculated once a
depreciation method and useful life have been assigned to
the asset. Until then, Residual Value, Useful Life,
Depreciation Method, and the four value columns show a
dash even where a Purchase Cost is recorded.
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Figure 102 - Depreciation Asset Register records and pages is shown as TOTAL RECORDS.
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Figure 103 - Depreciation Period Report

Reports

STEPS

Go to: Reports, then open Depreciation Period Report under
Depreciation. The report shows the depreciation charged in
each accounting period, with the Period (Month / Year),
Asset Code, Asset Name, Category, Depreciation Method,
Opening Value, Depreciation Amount, Closing Value,
Accumulated Depreciation, and Posted Status (Yes / No).

Each row is one asset in one period, so an asset appears
once for every month it has been depreciated. Use this
report for the period-by-period history and the Depreciation
Asset Register for the current position of each asset.

Opening Value is the asset's value at the start of that period,
Depreciation Amount is the charge for the period, and
Closing Value is the value carried into the next period.
Accumulated Depreciation is the running total written off up
to and including that period.

Posted Status (Yes / No) shows whether the period's
depreciation has been posted to the books. A row reading No
is calculated but not yet posted.

Use the Period box to look up a single period, entered either
as 2026-03 or as Mar-2026.

Under Search, narrow the report using the Depreciation

Method, Category, Department, Asset, and Location
dropdowns.
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Figure 103 - Depreciation Period Report

Reports

STEPS, CONTINUED

Use Period From and Period To to restrict the report to a
range of periods.

Click SEARCH to apply the filters, or click CLEAR FILTERS to
reset them.

Where no depreciation has been run for the selected filters,
the table shows No Data Available and TOTAL RECORDS
reads O.

In the Activity Panel, use the Columns options to show or
hide columns (Period (Month / Year), Asset Code, Asset
Name, Category, Depreciation Method, Opening Value,
Depreciation Amount, Closing Value, Accumulated
Depreciation, Posted Status (Yes / No)), and click EXPORT
CSV under Export to download the report.

Use the pagination controls at the bottom to set records per
page (10/25/50/100) and navigate pages, or use Jump to
First, Jump to Last, or Jump to Page. The total number of
records and pages is shown as TOTAL RECORDS.
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Account

Manage your own profile, and your organisation's plan, add-ons and billing.

Profile

Billing
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Account Information

USERID
7

ACCOUNT CREATED
13/04/2026 , 08:14 AM

LASTLOGIN
30/07/2026 , 11:00 AM

STATUS

ramprawesh.nuraltech@gmail.com
ADMIN

Personal Information

FULL NAME
Ramprawesh Kumar

PHONE NUMBER
79020288398

LOCATION
Head Office

Account Security

PASSWORD
By Clicking , you can update your password

EMAILADDDRESS
ramprawesh.nuraltech@gmail.com

DEPARTMENT
FINANCE

ROLE
admin (cannot be changed)

CHANGE PASSWORD

Figure 104 - Profile

Account

STEPS

Go to: Profile from the bottom of the left navigation. The
page shows your own account across four panels - your
profile picture and role, Account Information, Personal
Information, and Account Security.

The top-left panel shows your profile picture with your email
address and role beneath it. Click the pencil icon on the
picture to upload or replace your photograph.

Account Information is read-only and shows your User ID,
Account Created date and time, Last Login date and time,
and Status. A Status of Active means the account can sign
in; a deactivated account cannot.

Personal Information shows your Full Name, Email Address,
Phone Number, Department, Location, and Role. Click EDIT
to update these details.

Role is marked cannot be changed - you cannot alter your
own role from this page. Role changes are made by an
administrator under People, View/Edit Users, or by
reassigning the role under Roles & Permissions.

Under Account Security, click CHANGE PASSWORD to set a
new password for your account.

Use Last Login under Account Information to confirm your

most recent sign-in. If it shows a time you do not recognise,
change your password and report it, and check Login Activity
for the full sign-in history.
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Billing & plans

ACTIVE SUBSCRIFTION

STATUS

UNLIMITED

Plans

Starter

Perfect for small businesses with 1-2 locations. Includes complete
asset management, inventory tracking, ticketing, maintenance, and
reporting.

MONTHLY #10,000.00
ANNUAL #1,08,000.00
Business+

For established mid-market organizations with advanced reporting
needs. Enhanced capacity and capabilities.

MONTHLY $20.,000.00

ANNUAL ¥2,16,000.00

Add-ons (Optional)

Your organization’s subscription and available plans. Select a plan and optional add-ons, then proceed to
checkout.

Current plan

ACCESS
Active

Growth

Ideal for fast-growing SMBs with multiple departments. All core
features with higher asset capacity.

MONTHLY 212.000.00
ANNUAL 71,29,600.00
Professional

For large mid-market companies operating across multiple geographies.

Maximum scale with all core features.

MONTHLY ¥35,000.00

ANNKUAL ¥3,78,000.00

EFFECTIVE END

3 sales@nuraltech.com

Business

For mid-market companies with multiple offices. Comprehensive asset
management at scale.

MONTHLY %15,000.00
ANNUAL 1,62,000.00
Enterprise

Custom solutions for large enterprises with 10,000+ assets. Tailored
deployment, dedicated support, and custom integrations. Contact sales
for pricing.

MONTHLY —

ANNUAL —

Figure 105 - Billing & plans: current plan and plans

Account

Thank

STEPS

You

Go to: Billing from the bottom of the left navigation. The
Billing & plans page shows your organisation's current
subscription, the plans available to you, optional add-ons,
and a checkout action.

Under Current plan, Active Subscription is the plan in force,
Status is the entitlement level granted, Access shows
whether the subscription is currently Active, and Effective
End is the date on which access lapses. Where a value does
not apply - for example on an unlimited subscription with no
end date - the field shows a dash.

The address shown in the Current plan panel,
sales@nuraltech.com, is the contact for any query on your
subscription.

Under Plans, each plan card gives a short description of the
organisation it suits, followed by its Monthly and Annual
price. Starter is 10,000.00 monthly or £1,08,000.00 annually,
Growth $12,000.00 or 1,29,600.00, Business 15,000.00 or
1,62,000.00, Business+ ¥20,000.00 or 22,16,000.00, and
Professional £35,000.00 or 23,78,000.00.
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Billing & plans

Your organization’s subscription and available plans. Select a plan and optional add-ons, then proceed to

checkout.

Current plan

ACTIVE SUBSCRIFTION

STATUS

UNLIMITED

Plans

Starter

Perfect for small businesses with 1-2 locations. Includes complete
asset management, inventory tracking, ticketing, maintenance, and
reporting.

MONTHLY #10,000.00
ANNUAL #1,08,000.00
Business+

For established mid-market organizations with advanced reporting
needs. Enhanced capacity and capabilities.

MONTHLY $20.,000.00

ANNUAL ¥2,16,000.00

Add-ons (Optional)

ACCESS
Active

Growth

Ideal for fast-growing SMBs with multiple departments. All core
features with higher asset capacity.

MONTHLY 212.000.00
ANNUAL 71,29,600.00
Professional

For large mid-market companies operating across multiple geographies.

Maximum scale with all core features.

MONTHLY ¥35,000.00

ANNKUAL ¥3,78,000.00

EFFECTIVE END

3 sales@nuraltech.com

Business

For mid-market companies with multiple offices. Comprehensive asset
management at scale.

MONTHLY %15,000.00
ANNUAL 1,62,000.00
Enterprise

Custom solutions for large enterprises with 10,000+ assets. Tailored
deployment, dedicated support, and custom integrations. Contact sales
for pricing.

MONTHLY —

ANNUAL —

Figure 105 - Billing & plans: current plan and plans

Account

STEPS, CONTINUED

The plans step up by scale: Starter suits small businesses
with one or two locations, Growth fast-growing SMBs with
multiple departments, Business and Business+ mid-market
organisations with multiple offices and advanced reporting
needs, and Professional large mid-market companies
operating across multiple geographies.

Enterprise shows a dash in place of both prices. It covers
organisations with 10,000 or more assets and includes
tailored deployment, dedicated support, and custom
integrations, so pricing is quoted by the sales team rather
than listed.

A plan carrying the Selected tag is the one currently chosen
on this page - in the example, Growth. Selecting a card
marks it for checkout; it does not change your subscription
until you complete the checkout.

Across the five listed plans the annual price is 10.8 times the
monthly price, so paying annually costs the equivalent of
10.8 months rather than 12 - a saving of about 10 per cent
against paying monthly.
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Starter

Perfect for small businesses with 1-2 locations. Includes complete
asset management, inventory tracking, ticketing, maintenance, and
reporting.

MONTHLY #10,000.00
ANNUAL #1,08,000.00
Business+

For established mid-market organizations with advanced reporting
needs. Enhanced capacity and capabilities.

20,000.00

MONTHLY

ANNUAL ¥2,16,000.00

Add-ons (Optional)

Purchase Module

Reguisitions, approvals, purchase orders, and vendor management.
ideal for light procurement with a single buyer. Includes up to 5
purchase users.

MONTHLY ¥1,000.00
ANNUAL 28,000.00
Billing Interval

Growth _

Ideal for fast-growing ShBs with multiple departments. All core
features with higher asset capacity.

MONTHLY #12,000.00
ANNUAL #1,29.600.00
Professional

For large mid-market companies operating across multiple geographies.
Maximum scale with all core features.

MONTHLY ¥35,000.00
ANNUAL ¥3,78,000.00
Audit Module

Complete audit planning, mobile scan-verification, reconciliation, and
comprehensive reporting. All auditors in the system included. Annual
subscription only.

MONTHLY €2,000.00

ANNUAL 220,000.00

PROCEED TO CHECKOUT b

S

Business

For mid-market companies with multiple offices. Comprehensive asset
management at scale.

MONTHLY 215,000.00
ANNUAL 21,62,000.00
Enterprise

Custom solutions for large enterprises with 10,000+ assets. Tailored
deployment, dedicated support, and custom integrations. Contact sales
for pricing.

MONTHLY —_

ANNUAL —

Annual

Figure 106 - Billing & plans: add-ons, billing interval and checkout

Account

STEPS

Under Add-ons (Optional), the Purchase Module covers
requisitions, approvals, purchase orders, and vendor
management. It suits light procurement with a single buyer
and includes up to 5 purchase users, at 21,000.00 monthly or
28,000.00 annually.

The Audit Module covers audit planning, mobile
scan-verification, reconciliation, and comprehensive
reporting, with all auditors in the system included, at
22,000.00 monthly or 220,000.00 annually. The card notes
that this add-on is available on annual subscription only.

Add-ons are optional and priced separately from the plan, so
the modules you select here are added to the plan price at
checkout.

Use the Billing Interval control at the foot of the page to
switch between Monthly and Annual. This setting determines
which of the two prices shown on each plan and add-on
card is charged.

Click PROCEED TO CHECKOUT to confirm the selected plan,
add-ons, and billing interval, and complete payment. Your
subscription is not changed until checkout is completed.
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Vitalize your data.

GET IN TOUCH

nuraltech.com

hello@nuraltech.com

NEED HELP

If you need help getting started, or run into anything this manual does not cover,
reach our support team at support@nuraltech.com and we will get you moving.
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