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How to Use the Building Asset System
Description
Stand Alone System This Building Asset System is an integrated system

containing purchasing and nameplate information for
all  buildings, building equipment,  small tools, and
rolling stock owned and used by an organization. The
system contains specific screens and fields for all of the
typical components found in any structure system.
Included in the system is the capability to produce a
depreciation schedule for each item entered into the
system thus providing key information needed in order
to comply with the fixed assets management process
described in statement No. 34 of the Governmental
Accounting Standards Board.

FileMaker Solution This Building  Asset System is a shareware product
produced using FileMaker Pro. Products developed with
FileMaker Pro are called solutions.

Function This solution was designed to provide a single location
to maintain all purchasing, name plate data life
expectancy, and remaining value for all building assets
owned and operated by an organization.

Copyright The Building Asset System was developed by
Management Planning Systems of Eugene, Oregon,
who own the rights to the system. The files may be
copied and used for up to 30 days on a trial basses a
demo to determine if you would like to purchase this
system. However, the system may not be routinely used
without the written permission of Management
Planning Systems. The system is distributed and used
in accord with the standard MPS Software License as
shareware for $29.95.

Management Planning Systems

PO Box 1968

Eugene, OR 97440

541-484-1004
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Installing the Asset System
Be Familiar with FileMaker To be effective with the use of this data base the user

should be familiar with functions of FileMaker Pro.

Install The program is installed following the install procedure
found in the How to Install.pdf document on the CD.

Files and Folders The install places a folder on the computer titled mps.
Inside this folder are four additional folders. The data
files are placed inside of the data folder. A copy of this
manual is placed in the Documentation folder.

Start the Program The Building Asset System program may be opened
from the Start Menu. Go to MPS Shareware.  If
Building Assets is the only program installed the screen
below will appear.If more than one shareware program
has been installed the Launch Utility screen will appear,
select Building Assets and the screen below will appear.
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Personalize The organizations name can be changed by going to
the Setup screen and typing in the appropriate name
and division.
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Initial Data Input
For best results and to stream line data input it is
best to enter the desired data into the Vendors and
Facilities files and review and/or update the
Equipment Class Code files before entering asset data.
The vendor file is accessed from the Support Tables.

Support Table Data
Support Tables The support tables are accessed from the main menu.

When support tables are selected from the main menu a
screen similar to the one shown below will appear.

One Table The only support table used with the building assets is
the vendor table.

Vendor Data Input
Select Vendors and a screen similar to the one below
will appear.

View as List

View as List The vendor file appears in the View as List layout. The
view as list layout provides a convenient way view the
vendor records.
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Sorting In the View as List screen the data can be sorted by
vendor or contact name by clicking on the small button
located to the left of the field name.

Print List

From Menu Bar When Print List is selected from the menu bar a screen
similar to the one below will appear. The data to be
displayed and printed in this report can be selected and
sorted using the find and sort functions described in the
Find and Sort Functions section of this Users Manual.

Print the List The list can be printed by clicking on the Continue
button to the left of the screen.

  

Once selected a new dialog box will appear; select Print
or Cancel to return to the view as list.
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View as Form

Selecting a Record To view the record in the Form View click on the green
button located to the far left of the record.

When the Form View is selected a screen similar to the
one shown below will appear.

New Record To add a new vendor record, click on the New Record
button in the menu bar and a blank record will appear
with a vendor number assigned and displayed in the
upper right corner. The vendors file is designed to
automatically provide a vendor number starting with
101. You can change the default assigned vendor
number.

Enter Data Once a blank record is obtained the data can be entered.
Start by placing the cursor into the Company field.

Tab to Move Enter the appropriate data and press Tab to move to the
next field. Shift/ Tab will move the cursor back one field
at a time. In addition, the mouse can be used to place
the cursor into any field.

Comments and Specialty Fields The comments and specialty fields are text fields. Any
related information can be typed into these fields.
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Cross Reference The purchase request cross reference tab opens a screen
displaying building Asset cross reference  for any
selected vendor.

Edit Vendor Data
Change a Record The vendor data can be changed in either the form or

list views. To change the data, place the cursor in the
field and delete or type in the required data. For
example; to change Basin Ref. to Basin Refrigeration.

Place the cursor after the period in Ref., backspace and
type the remainder of the word.

Delete a Record Vendor records can be deleted in the form or list views.
To delete a vendor record place the cursor into any field
in the record and then select Delete Record from the
menu bar.

A dialog box will appear asking verification  of the
delete.
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To delete, select the Delete button. Caution: Undo does
not work with Delete.

Facility Files
The facility files are assessed by clicking on the
Facilities button on the main menu. When this is
done the following screen will appear.

Assign Number Assign the facility a number and give it a description
and fill out all of the appropriate fields. The photo and
floor plan fields are place holds. You place drawing
and photos in these place holders using the Import
Picture command in the Import/Export selection
under the File Menu. File Maker is compatible with
nearly all of the typical PC and Mac formats for
drawing and pictures.
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View as List To view any of the asset files in a list view press on the
View as List button and a screen similar to the one
shown below will appear.

View Data By clicking on the form icon at the left of the data the
form view of this data will appear.

Sorting Clicking on the graph icon that appears above the
data will provide a sort by that field.

Photo and Floor Plan
Buttons In the menu bar at the top of the facility screen are

two buttons, photo and floor plan. Clicking on either
button will take you to a screen containing a
container that will hold a photo or drawing of a floor
plan.

Drawing Formats Drawing formats that can be imported include, PICT,
BMP, GIF, JPEG, BMP, EPSF, and TIFF.
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Equipment Class
The equipment class file is accessed by clicking on the
Equipment Class button on the main menu. When
this is done the following screen will appear.

Data Input The equipment class code file contains 163 existing
equipment codes.  New codes can be added buy
selecting the New Record button and filling in the
Class and Description fields. The entire contents of the
file can be viewed by clicking on the View as List
button.

Pop-up The equipment class record is viewed as a pop-up
menu connected to the Equipment Class field in each
of the asset data input screens.
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Asset Data
Asset data is entered into the file by first selecting
which type of asset is to be entered. There are three
options:

• Structural Components

• Systems

• Equipment

The Structural Components button accesses the files
for the building structures. The Systems button
access the heating/AC, Electrical/Lighting, and
Plumbing systems. The Equipment button assesses
the general equipment (blackboards, computers,
desks, etc.), pumps and motors.

Data Input Clicking on any one of the data input button will
bring you to the data input screen for that set of
assets. Below is the screen for the Structural
Components asset files.
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Selecting Asset Type From this menu select the type of assets that you
wish to enter. On the above screen we are about to
select Roofing. When selected the following screen
should appear.

Special Notes
Layout Specific When a data entry layout is selected (Roofing,

Exterior Walls, Interior Walls, etc.) the program
records this layout so all data entered into a type of
layout (Roofing) will be come a roofing record. After
the data has been entered, selecting the Roofing Data
file will automatically select all records that were
entered into the roofing layout.

All Well Equipment It is intended that all roofing equipment, roof
materials, vents, fans, etc. be entered into this record.
If a file contains a motor or pump, more complete
information about the pump and/or motor can be
entered into the pump record.

Pumps and  Motor Layouts The equipment that appears in the Pumps and Motors
layouts is selected on the bases of the equipment class
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code. Codes PUMP and PMPMTR will appear in the
pump layout. Codes MOTOR and PMPMTR will appear
in the motor layout. Thus a close coupled pump and
motor that are always one unit will appear in three
places, pump, motors, and the original data input
screen, (wells in our example)

Select a Facility The facility can be selected from a pull down menu
that contains a compute list of all facilities entered
into the facilities file. Select the facility and it will
automatically enter into the proper data fields.

Select a Class Code The code class can be selected from a pop-up menu
that provides all of the codes found in the Class code
file.

Vendor Selection The supplier, contractor, or installer can be selected
from a pop-up menu of the vendor file.
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List View Clicking on the List View button will bring up the
following screen.

View Form Clicking on the small icon on the far left of a record
will return you to the View Form with this record
selected.
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Reports
Selecting the report button will bring you to the print
report screen.
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Specific Reports Because each type of asset provides different
information a  different report is provided for each
type.  All of the reports use the landscape layout. An
example of the roofing data report is shown below.
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Depreciation Report This report provides information on the remaining life
and value of all of the assets.

List Print Clicking on the List Print button will provide a list of
the selected records, sorted by equipment ID and
ready to print. Clicking on the Menu button will
return you to the main menu.

Notes
Blank Buttons Most of the menus contain blank buttons. These can

be defined and used to enter asset information that
was not considered during the initial design. Scripts
and layouts exist for each of these buttons. However,
the buttons have been disabled. To reconnect, use the
button command under the Format menu when in
the layout mode.

Making Changes These files are not commercial products and are not
protected by any copyright. Thus, you can make any
changes to the files, fields, layouts, and reports that
you see fit.
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File System
Asset Files A hard copy asset  file system should be designed and

implemented using the asset numbering system. One
hanging file is installed for each building and category.

Example A typical numbering system is shown below.

000,000 = Safety and Management

100,000 = School buildings

200,000 = Public works buildings

300,000 = Parks and open spaces

400,000 = Docks and Harbors

500,000 = Community buildings

600,000 =

700,000 =

800,000 = Tools and portable equipment

900,000 = Rolling stock

File Folders Within each major section the files are further divided
by specific facility. Within each hanging folder is at least
one file folder for each piece of equipment found at the
will site. The file folder is titled with the equipment
number and name.

File Contents Facility The first file folder in the facility hanging file is labeled
“General.” This folder contains the print out of a list of
all of the equipment for this facility (obtained from the
Asset database).

File Contents Equipment Each file folder contains the report from the Asset
database, a copy of the PM schedule for that equipment
(from MPS Scheduler), manufactures brochures, and
copies of any work orders for the equipment.

Drawings The second file folder in each facility is labeled
Drawings. This folder contains any drawings specific to
this facility.

O & M Manuals Where possible the manufactures O & M manuals are
filed in the equipment files. When the manuals are too
large they are placed on a shelf in the office. A note is
then placed in the files indicating the location of the O &
M manual.
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Find Function
From the Button Bar
Select Find A find button is included in the button bar of most

screens. To perform a find click on this button and all of
t he data fields will go blank allowing you to enter the
find criteria.

Perform a Find To perform a find, type the information you want to
find into the field that contains the information and
then press Continue, Return, or Enter. Notice all of the
popup menus are available to assist in the find.

Words or Letters It is not necessary to type in all of the information. For
example, if you wanted to find a name starting with a
“C” you would only need to type the letter “C” and the
program will find all of the work orders that were
assigned to a crew with a name that started with a “C.”

Multiple Fields To clarify a find, you can type information into as many
of the fields as is necessary to clarify the find. For
example you can select the name of a crew, requested
completion data, and equipment ID or name.

Multiple Finds There are times when you may want to find more than
one item in the same field. For example it may be
necessary to select two or more pieces of data form the
same field. Type in the first piece of data, then either
type Control-N or select New Request from the Mode
menu and type in the next request. (The number of
request that can be made at one time is limited only to
a particle limit.)  If the status bar is turned on (see
below for how to turn on the status bar) you can look
through each request to make sure they are as desired.
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When all of the request are completed, press Return or
Find in the Status bar.

Omit Data To omit work orders with specific information from a
find, click in the Omit box after setting up the find. The
result will be all of the work orders not omitted. To view
those omitted use select the Find Omitted from the
Select menu.

Turn On Status Bar The status bar allows access to a variety of find and
other functions. To turn on the status bar, click on the
status bar icon located near the bottom left of the
screen.

What will appear will look similar to  the image below.

Omit The selected data can be omitted from the find by
clicking on the Omit box located in the status bar or
from the menu as described above.

Find Symbols Once the find function has been selected the status bar
will open. Clicking on the small arrow next to the word
Symbol will bring up an additional dialog box providing
a number of symbols used to clarify finds.
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Two Most Common Symbols Two of the most commonly used are the Range (...) and
Exact Match (=).

Range The range symbol can be used to select a set of work
orders performed between any two dates. Type in the
first date followed by three periods (...) or select the
symbol and then the second data, then press the
Continue button, return or enter keys.

Exact Match The exact match symbol is useful for finding work
orders where a specific field is blank. To find work
orders with no information in a specific field, type a =
into a field or select = from the symbol menu. Then
press the Continue button, return or enter keys.

Find From the Menus
The find function can be invoked from the Mode menu,
from the keyboard by typing Control F, or from the
Mode Popup menu located at the bottom left of the
screen.



June 13, 2003 22

Sort Function
Keyboard or Menu

The sort function can be obtained from the keyboard by
typing Control S or selecting sort from the Mode menu.
This procedure should only be used by those who have
knowledge of FileMaker Pro.

Dialog Box When the sort command is invoked a dialog box will
appear allowing you to select which selection of fields
and the arrangement of fields for a sort.

Select Fields Select the field from the list on the left and then either
double click or click Move to move the field to the right.
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Rearrange Fields Once the fields have been moved to the right they can be
rearranged. Place the cursor on the double arrow to the
left of the field and the cursor changes to two lines with
arrows. When this occurs click, hold, and move the field
to the new position. When completed press Sort.
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