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[bookmark: _Toc237822481]Inventory Taker Quick Reference Guide
[bookmark: _Toc237822482]Start Inventory
1. Log in to MAS Web.
2. Click the “Inventories” tab at the top of the screen. 
[image: Screenshot of a web interface for University of Washington's mobile asset scanning system. It features a purple header with a yellow "W" logo, navigation tabs labeled "Home" and "Inventories," and a title indicating the asset inventorying system.]

3. Open the assigned inventory. Inventory will be in “Pending Start” status. 
[image: Screenshot of an inventory management table showing two entries with columns for name, status, date created, creator, date started, and date completed. Statuses include "In Progress" and "Pending Start," with action buttons labeled "View" and "Edit" on the right side, and a "Reset Grid Filter" button in the top right corner.]

4. Click “Assign Department Head.
[image: Screenshot of an inventory-details form for Alex Test 20251021 2, showing status “Pending Start” and a blank Department Head field outlined in red. Purple header, item name and status labels, green Save button, and gray Back to Inventories control structure page.]

5. Search for Department Head and assign.
[image: Screenshot of a “Search for Person” dialog for finding and selecting a person account. Form fields show first name, last name, and UW NetID “mastest04”; results table lists “MASTest Account 4,” with green Save and red Cancel buttons. ]

6. Save.
[image: Screenshot of an inventory-details form for tracking an inventory session. Header shows “Alex Test 20251021 2”; status is “Pending Start,” department head is unassigned, and green “Save” plus disabled “Start Inventory” and “Back to inventories” controls appear below.]

7. Click Start Inventory.
[image: Screenshot of an inventory details page for “Alex Test 20251021 2,” dated October 21, 2025, 5:32:46 PM. Purple header shows status “Pending Start,” with green Save, red-outlined Start inventory, and gray Back to inventories buttons.]

8. Confirm status is In Progress.
[image: Screenshot of an Inventories table for tracking inventory records and workflow status. Two rows appear under columns Name, Status, Date Created, Creator, Date Started, and Date Completed, with second row outlined in red, green Create Inventory and Refresh buttons, and pagination showing 1–2 of 2.]
[bookmark: _Toc237822483]




Prepare Mobile Device
1. Open MAS Mobile.
2. Log in.
3. Sync inventories.
[image: Mobile app screenshot showing University of Washington inventory-management navigation drawer with “Sync Inventories” highlighted by a red border. Menu lists reset control, recent sync timestamp, selected inventory “Alex Test 20251013 3,” six incomplete assets, two completed assets, user account, logout button, and build/version details.]

4. Select the assigned inventory.
[image: Mobile app screenshot shows University of Washington inventory-management interface with purple navigation panel, Reset Database and Sync Inventories buttons, and recent-sync timestamp. A selection dialog lists “Alex Test 20251013 3” and highlighted “Alex Test 20251021 2,” with Cancel option and “Completed Assets: 2” below.]

5. [bookmark: _Toc237822484]Confirm the inventory list matches MAS Web.

Scan Asset
1. Click scan button.
[image: Mobile app screenshot showing an asset-scanning workflow for “Alex Test 20260615 2,” with location selector and two expandable asset cards: A/V SYSTEM and SAFETY CABINETS. Purple scan button is highlighted at bottom right, while bottom navigation shows Unscanned selected alongside Scanned and Submit tabs.]

2. Point scanner at barcode.
3. Scan barcode.



4. Review asset detail.
[image: Mobile app screenshot showing equipment asset record for freezer barcode 2035781, with manufacturer Fisher Scientific, model TSX40086A, serial number 1120285601200810, custodian Zach Chamberlain, and Seattle Campus location details. Purple header and edit icons organize required fields marked red asterisks; status is “Located” and exception reason is “Other - Found.”]

5. Add notes if needed.
[image: Mobile app form screenshot for recording equipment details, showing barcode, description “FREEZER,” manufacturer “FISHER SCIENTIFIC,” model, serial number, custodian, location, status “Located,” and exception reason “Other - Found.” Red-outlined required Notes field contains “TESTING,” with purple Back and Save buttons at bottom.]

6. Save.
[image: Mobile app screenshot showing asset details form for barcode 2035781, description “FREEZER,” manufacturer “FISHER SCIENTIFIC,” status “Located,” and required fields marked with red asterisks. Purple interface includes editable fields, notes reading “TESTING,” Back and Save buttons, with Save highlighted by a red outline.]

7. Submit.
[image: Mobile app screenshot showing “Alex Test 20251012 2” with a centered purple Submit button highlighted by a red outline. Bottom navigation includes Unscanned, Scanned, and selected Submit tabs, plus a floating barcode-scan button.]




[bookmark: _Toc237822485]Non-Scannable Asset
1. Open asset detail.
2. Select “Located” or “Not Located”.
[image: Mobile app screenshot showing an asset record for Fisher Scientific model 1377, with serial number, custodian Zach Chamberlain, and Seattle Campus location details. Red-outlined Status field reads “Not Located,” Exception Reason reads “Cannibalized,” and Notes state that parts have been removed from this asset.]

3. Select an exception reason
[image: Mobile app screenshot showing equipment record for Fisher Scientific model 1377, serial number 300261780, assigned to Zach Chamberlain at Seattle Campus. Status reads “Not Located,” while red-highlighted “Exception Reason” field shows “Cannibalized,” and notes state parts were removed from asset.]

4. Add notes if required.
[image: Mobile app screenshot showing asset record for Fisher Scientific model 1377, serial number 300261780, assigned to Zach Chamberlain at Seattle Campus. Status reads “Not Located,” exception reason shows “Cannibalized,” and red-highlighted Notes field states, “Parts have been removed from this asset.”]

5. Save.
[image: Mobile app form screenshot documents an asset record for serial number 300261780, assigned to Zach Chamberlain at Seattle Campus. Purple interface shows status “Not Located,” exception reason “Cannibalized,” note “Parts have been removed from this asset,” editable fields, Back button, and red-outlined Save button.]

6. [bookmark: _Toc237822486]Submit.
[image: Mobile app screenshot showing “Alex Test 20260615 2” with a centered purple “Submit” button outlined in red. Purple header and bottom navigation provide access to Unscanned, Scanned, and Submit sections, with Submit selected and scan icon at lower right.]

Upload Offline Updates
1. [bookmark: _Int_0cz1W5C6]Open Completed Assets tab.
2. Select Assets to Upload.
3. Select asset checkboxes.
4. Click Upload.
5. [bookmark: _Int_4SMBn7vq]Confirm upload completed.
[bookmark: _Toc237822487]Submit Inventory
1. [bookmark: _Int_baX0u0vn]Confirm all assets are complete.
2. [bookmark: _Int_z3tBJPQx]Confirm pending uploads are complete.
3. [bookmark: _Int_us1Hv1je]Open inventory in MAS Web.
4. Click Complete Inventory.
5. Confirm status is Submitted to Department Head.
[bookmark: _Toc91418795]




Common Issues and Troubleshooting
	Issue
	Solution

	My device won’t turn on.
	The device may be low on battery. Charge the device for a couple of hours, then try to turn it on.  

	My device won’t charge.
	If you have been charging your device for over an hour and it does not gain battery life, please check the charging cable and/or the charging brick. If you are trying to charge using your laptop or computer, please try plugging it into a wall instead.

	I am getting syncing errors on my mobile device.
	Please check that you have a stable internet connection. If you are in a location without connectivity, the device will attempt to sync when connectivity is re-established.
If you are offsite and not connected to a UW network, you will need to use a VPN. Please reach out to EIO for help connecting to a VPN.

	My inventory disappeared/I can’t find my inventory.
	After you submit/approve an inventory, it will disappear from your inventory list and appear in the next person's list. You will not be able to return to the inventory. This is expected behavior.  

	Errors when syncing device.
	An asset may be in an invalid state (Example: Disposed) in Workday.  Contact EIO to report this.



Note: If you are still having issues, please contact EIO for further assistance.
Returning Your Device
Once you have completed and submitted your inventory(ies), you are now ready to return your mobile scanning device. The original package should have included a return mailer and return instructions. 
In case the instructions and/or return mailer are lost, please follow these instructions:
1. Obtain a padded mailer large enough to fit the device and accessories.  
2. Place device inside of carrying case and place carrying case in the mailer.
3. Place charging cable in the mailer.
4. Return mailer to:
a. For campus mail, use box 359561
b. For postal mail, mail to:
4545 15th Ave NE
Box 359561
Seattle, WA 98105 
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