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1. Login 

1.1. User Login 
1.1.1.  Open Roshtek Asses with Consumable Manager Application 

1.1.2. Enter Username and Password and Click OK button to Login. 

 
 

1.1.3. Following Screen will appear after Successful Login 

 



Roshtek Asset Consumable Manager  Existco © 2023 

 

Page 7 of 37 
 
 

2. Parts/Tools 

2.1. Tools 

2.1.1. Add Tools 
1. Select Consumable Part/Tools from Left menu 

2. Select Tools tab  

 

3. Click Add to create new Asset/Tool and Enter Assest Detail and Press Save to add new Tool 

 

 

2.1.2. Edit Tools 
1. Select Item from list You want to Edit 

2. Click on Edit button to make changes 
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3. Update the selected details and Press Save button to make changes 

 

 

2.1.3. Export Excel 
1. By Clicking Export Assets button will import all the record into excel file at Local computer (e.g as 

per below picture Total count is 78)78 records will import into excel). 
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2.1.4. Delete Tools 
1. Select the desire record you want to Delete 

2. Click on Delete button 

3. Select yes for confirmation to Delete the selected record 

4. Record count will be updated after delete 

 

2.2. Consumable 

2.2.1. Add/Edit Consumable 
1. Select Consumable Part/Tools from Left menu 

2. Select Consumables tab 

3. Click on Add button to Add new Consumable 

4. Enter all details and then Press Save to add a new Consumable 
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2.2.2. Adjust Quantity 
1. Select Consumable Part/Tools from Left menu 

2. Select Consumables tab 

3. Select Consumable record and Click on Adjust Quantity button 

4. Update In stock value by entering new Quantity 

5. Press Save button to Update the Quantity (Note: In Stock Quantity is different than Min Qty, Max 

Qty) 
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2.2.3. Export Excel 
1. Select Consumable Part/Tools from Left menu 

2. Select Consumables tab 

3. Click on Export Excel button (By clicking Export Assets button will import all the record into excel file 

at Local computer (e.g as per below picture Total count is 78, 78 records will import into excel). 

 

2.2.4. Delete Consumables 
1. Select Consumable Part/Tools from Left menu 

2. Select Consumables tab 

3. Select consumable record you want to delete 

4. Select yes for confirmation to Delete the selected record 
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2.2.5. Delete Consumables Location 
1. Select Consumable Part/Tools from Left menu 

2. Select Consumables tab 

3. Select consumable record you want to delete 

4. Click on Delete Location  

5. Select yes for confirmation to Delete the selected Location 
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2.3. Move 

2.3.1. Move Tools 
1. Select Move from Left menu and Select Tools tab 

2. Check the items you want to move 

3. Enter the detailed information by filling (regions, zone, site and location) 

4. Click on Move Button 

5. Information (regions, zone, site, and location) in Grid will be updated with “Items Moved” 

Information. Message 

 

 

2.3.2. Move Consumables 
1. Select Move from Left menu 

2. Select Consumables tab and Search item You want to move 

3. Check the items you want to move 

4. Enter the completion information by filling (region, zone, site, quantity, and location) 

5. Click on Move Button  

6. Information (regions, zone, site, location, and Quantity) in Grid will be updated with “Items Moved” 

Information. Message 
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2.4. Checkout/ Remove 

2.4.1. Checkout 
1. Select Checkout / Remove from Left menu 

2. Select Tools tab to display items or Use Search box to find items you want to move 

3. Check the desire items you want to move 

4. Enter the completion information by filling (Employee/customer and Due date) 

5. Click on Check Out button, on click, Assets Checkout message will be shown  
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2.4.2. Print Checked Out List 
1. Select Checkout / Remove from Left menu 

2. Select Tools tab to display items or Use Search box to find items you want to move 

3. Check the desire items you want to move 

4. Enter the completion information by filling (Employee/customer and Due date) 

5. Click on Check Out button, on click, Assets Checkout message will be shown  

6. Click on Print Checked Out List Button, A Pdf report will generate with all checked out items list 

 

2.5. Check In/Restock 

2.5.1. Check In Tools 
1. Select Check In / Restock from Left menu 

2. Select Tools tab to display items or 

3. Enter value in Search box to find items you want to move or select all item from Grid You want to 

Check in 

4. Check the desire items you want to move  

5. Enter the completion information by filling (Checked in To) 

6. Click on Check In, on click, “Assets Checked In” message will show   



Roshtek Asset Consumable Manager  Existco © 2023 

 

Page 16 of 37 
 
 

 

3. Reports 
1. Select Reports from left menu 

2. Click on any Report you want to generate  

3. Select Start Data and End Date  

4. Click on Fill button to load data into the bottom grid 

5. Click on Email button if you wish to email 

6. Click on Export button to export grid data into excel file 
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4. Administration 

4.1. Users 

4.1.1. Add User 
1. Select Users from left menu 
2. Click on Add button to add a new user 
3. Enter User details (username, user password, and privilege) and Click on Save button to add a new 

user. 
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4.1.2. Edit User 
1. Select Users from left menu 

2. Select User from list by double clicking on it, user search user by entering Username and 

Privilege. 

3. Click on Edit button to update user 

4. Enter User details (username, user password, and privilege) and Click on Save button to 

update user details 

 

4.1.3. Delete User 
1. Select Users from left menu 

2. Select the user from list you want to delete 

3. Click on Delete button to delete selected user 

4. Click on OK button to confirm delete user 
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4.2. Import 

4.2.1. Validate Data/Import 
1. Select Import from left menu 

2. Click on Browse button to import file  

3. Select Import Type (Assets, Consumable Parts, Employee, or Tools) from list 

4. Click on Validate Data button 

5. On Click Validate Data, Summary will get update with the message “File Format is correct…                    

ready to import” and Data will publish in the Grid 

6. Click on Import button, on click it will update Summary status with message “File imported …No of 

Total records, Successful and Failed” 
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4.2.2. Import Template 
1. Select Import from left menu 

2. Click on Import Template button tab  

3. Select Import Template (Employee Template, Asset Template, Tool Template, Parts Template) 

4. Save imported File on your local device 
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5. Maintenance 

5.1. Jobs 

5.1.1. Add Job 
1. Select Jobs from left menu 

2. Click on Add button to add a new job 

3. Enter job details (job details, description, and active status) and Click on Save button to add a new job 

 

5.1.2. Edit Job 
1. Select Jobs from left menu 

2. Select job from list you want to update or search job by entering Job No. 

3. Click on Edit button to update job or you can double click on row you want to update 

4. Enter job details (job no, description, and Inactive) and Click on Save button to update job details 
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5.1.3. Set Inactive Job 
1. Select Jobs from left menu 

2. Enter Job detail you want to set inactive and Click on Search button  

3. Select job by double click from list you want to set inactive 

4. Click on Set Inactive button to update active status 

5. Click on OK button to confirm to set as inactive 
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6. Assets/Vendor/Employees 

6.1. Employees 

6.1.1. Add Employee 
1. Select Employees from left menu 

2. Click on Add button to add a new employee  

3. Enter employee details (employee code, employee name, and position) and Click on Save button to add 

a new employee 

 

6.1.2. Edit Employee 
1. Select Employees from left menu 

2. Select Employee from list you want to update or search employee by entering code 

3. Click on Edit button 

4. Enter employee details (employee code, employee name, and position) and Click on Save button to 

update employee details 
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6.2. Assets 

6.2.1. Add Assets 
1. Select Assets from left menu 

2. Click on Add button to add a new asset 

3. Enter asset details (asset code, asset name, and position) and Click on Save button to add a new 

asset 
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6.2.2. Edit Asset 
1. Select Asset from left menu 

2. Select asset from list you want to update or search asset by entering code 

3. Select Asset from list you want to update 

4. Click on Edit button 

5. Enter asset details (asset code, asset name, and position) and Click on Save button to update asset 

details 

 

 

6.3. Vendors 

6.3.1. Add Vendor 
1. Select Vendors from left menu 

2. Click on Add button to add a new vendor 

3. Enter asset details (vendor code, vendor name, and position) and Click on Save button to add a new 

vendor 
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6.3.2. Edit Vendor 
1. Select Vendors from left menu 

2. Select vendors from list you want to update or search vendors by entering code 

3. Click on Edit button to update vendor 

4. Enter vendor details (supplier code, supplier name, and position) and Click on Save button to update 

vendor details 
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7. Application Setup  

7.1. Category 

7.1.1. Add Category 
1. Select Category from Left Menu 

2. Click on Add button 

3. Enter Category code and Description and Press Save/Exit Button 

 

7.1.2. Edit Category 
1. Select Category from Left Menu 
2. Select category from List you want to edit or Search by Entering in category Text box  
3. Click on Edit button 
4. Enter Category code and Description and Press Save/Exit Button 
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7.1.3. Delete Category 
1. Select Category from Left Menu 
2. Select category from List you want to delete or Search by Entering in category Text box  
3. Click on Delete button 
4. Press Yes for confirmation to delete 
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7.2. Region 

7.2.1. Add Region 
1. Select region from left menu 

2. Click on Add button to add a new region 

3. Enter region details (name, description, notes) and Click on Save button to add a new region 

 

7.2.2. Edit Region 
1. Select region from left menu 
2. Select region from list or search region by Entering in region name in search box  
3. Click on Edit button 
4. Enter regions details (name, description, notes) and Press Save/Exit button to save changes 
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7.2.3. Delete Region 
1. Select region from left menu 
2. Select region from list or search region by Entering in Region Name in search box 

3. Click on Delete button 

4. Click on OK for confirmation to delete the selected 
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7.3. Zone 

7.3.1. Add Zone 
1. Select region from left menu 

2. Select region form list and Click on Search button to display all zone under selected region 

3. Click on Add button to add a new zone under selected region 

4. Enter zone details (name, description, notes) and Click on Save button to add a new zone 

 

7.3.2. Edit Zone 
1. Select region from left menu 

2. Select region form list and Click on Search button to display all zone under selected region 

3. Select zone from list  

4. Click on Edit button to update selected zone  

5. Enter zone details (name, description, notes) and Click on Save button to update zone details 
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7.3.3. Delete Zone 
1. Select region from left menu 

2. Select region form list and Click on Search button to display all zone under selected region 

3. Select zone from list  

4. Click on Delete button to delete selected zone 

5. Click on OK button to confirm delete 
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7.4. Site 

7.4.1. Add Site 
1. Select site from left menu 

2. Select region form list  

3. Select zone under selected region and Click on Search button to display sites 

4. Click on Add button to add a new site under selected region and zone 

5. Enter site details (name, description, notes) and Click on Save button to add a new site 

 

 

7.4.2. Edit Site 
1. Select site from left menu 

2. Select region form list  

3. Select zone under selected region  

4. Click on Search button to display all sites 

5. Select the desire site you want to update 

6. Click on Edit button to update site under selected region and zone 

7. Enter site details (name, description, notes) and Click on Save button to add a new site 
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7.4.3. Delete Site 
1. Select site from left menu 

2. Select region form list  

3. Select zone under selected region  

4. Click on Search button to display all sites 

5. Select the desire site you want to delete 

6. Click on Delete button to delete under selected region and zone 

7. Click on OK button for confirmation to delete 
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7.5. Location 

7.5.1. Add Location 
1. Select Location from left menu 

2. Select region, zone, site form list and Click on Search button to display location 

3. Click on Add button to add a new location under selected region, zone, and site 

4. Enter location details (name, description, notes) and Click on Save button to add a new location 

 
 

7.5.2. Edit Location 
1. Select Location from left menu 

2. Select region, zone, site form list  

3. Click on Search button to display location 

4. Select location from list and Click on Edit button to update location details 

5. Enter location details (name, description, notes) and Click on Save button to update location 
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7.5.3. Delete Location 
1. Select Location from left menu 

2. Select region, zone, site form list  

3. Click on Search button to display location 

4. Select location from list and  

5. Click on Delete button to delete selected location 

6. Click on OK button to confirm delete location 
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