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Annexure

Hardware Inventory Module

Steps to be followed

R S

Gotohttp://www.comtax.up.nic.in

Click 'Hardware Inventory Module’ ( available under Department Services)

Select Zone from drop down list.

Enter password. Default password is 1234 which can be changed after Login.

After Login the Menu will appear with the following options:-

i} New Hardware Entry

i)Updation
I}Reports

iv) User management

© o No

Select ‘New Hardware Entry’ option.
Zone will appear on top of the entry page.
Select Location from drop down list.
Select Office Name from drop down list.

10 Now office wise hardware data can be entered. Following details need to be entered

)

1)
1)
V)
V)
V1)
viI)
Vil
IX)
X)
X1)

X1y

Xil)
XIV)
XV)
XV1)

Product type : To be selected from drop down list eg. PC, Printer, UPS etc. This is a
broad type of Hardware. If the product is not relevant to types available in drop
down list, then ‘other’ can be selected.

Product Model

Product Serial No

Product Specification {A brief technical description of product)

Make

Status - select from drop down list (in use/faulty/obsolete)

Date of receiving

Date of installation (available on installation note provided by vendor)

Product cost

Bill no/Invoice No.

Warranty/AMC — Select from drop down list. Select ‘Call Basis’ if the hardware is
neither under warranty nor under AMC.

Warranty/AMC UPTO ~ Mandatory in case the hardware is under Warranty or AMC.
(Warranty starts from the date of installation).

Shifted to — details required if hardware has been moved out of office.

Shifted by order/date - details required if hardware has been moved out of office.
Room No. — room no. where hardware is installed in office.

Remarks

11. Click Submit button to Save the data.
12. Any mistake in entry can be rectified through Updation Option.
13. Reports can be viewed from Reports Option.

14.

Local user (for locations) can be created using ‘Create User’ under ‘User Management’ option.



