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PART 1

How Inventaris thinks

Five pages that make the rest of the manual shorter. Anyone who knows the three terms and the six
roles will find everything else on their own.

11 What Inventaris is for

Inventaris answers two questions, at any time and without asking anyone:

¢ What do we have? Every device individually, with its own inventory number, location, acquisition value and
current value.

e Who has it right now? With name, date and due date. Plus a reminder before the due date runs out.

Everything else hangs on these two questions. The reservation answers them for next week. The damage report
says why a device is not available right now, and the report says what the stock is worth.

The difference from a spreadsheet

A spreadsheet doesn't know that a projector can't be on loan twice at once. Inventaris knows it and prevents
it, even when two people book at the same time. That's the real reason this application exists.

1.2 Product, unit, loan: the three terms

Separating these three words is the only mental hurdle. After that, most of it explains itself.

TERM WHAT IS MEANT EXAMPLE

Product The model. What is written on the packaging. A product «iPad 10th generation»
exists once, even if you own fifty of them.

Unit The individual device that you can pick up. It carries a «TAB-0101»
unique inventory number and usually a sticker.

Loan A case: one person takes one or more units and brings «Mara Lindt, TAB-0101 and BEA-
them back by a date. 0001, until 24.09.»

Why the separation pays off: you maintain manuals, purchase price, warranty period and useful life once on the
product and not fifty times on every iPad. The unit only holds what differs from device to device: location, serial
number, condition.

Three kinds of product
¢ Single device. The normal case. A projector, a notebook.

e Set. Several units that are handed out together and share a common set code. A class set of tablets in a case:
one scan, twenty devices.

e Consumables. What doesn't come back. Batteries, markers, cables. Here the stock counts, not the
individual number.



1.3 Who may do what: the sevenroles

Each account carries exactly one role. It decides what appears in the menu at all. What someone isn't allowed to
do, they don't even see — and where something is hidden, it is checked again on submission. A button that isn't
shown is never the only lock in Inventaris.

The seven roles at a glance

ROLE MAY TYPICAL FOR

Owner Everything, including the subscription, invoices and the School management,
management of other accounts. There is always at least one,and  management
they cannot be downgraded.

Administrator Everything except the subscription: settings, accounts, inventory,  IT managers
cases.

Manager Runs operations: maintain inventory, lend, take back, approve Media library, material
requests, check invoices, work on tickets. Does not create management

accounts and does not change settings.

Staff member Books loans, returns and reservations, sees the inventory and Caretaker, secretariat
handles consumables, inventory check and damage reports.
Changes neither products nor units nor master data and does not
decide on requests, invoices or tickets.

Borrower Only your own things: your own loans, your own reservations, your  Teachers, staff
own reports. Sees no other people's data. See Part 6.

Student Pupils: search the library, place holds on books and, if switched on, Pupils
borrow them themselves; plus their own loans. Only with the
Library add-on; with Microsoft 365 from the group SiGR-
Inventaris-SuS . Does not count as a subscription user.

Kiosk An account for the computer in the store room: borrow and take The computer at the issue
back, nothing else. Never signs out. counter

The first four form a ladder

Owner, Administrator, Manager and Staff member build on each other: each level can do everything the
level below can, and more. Borrower, Student and Kiosk stand deliberately apart — they are not weaker staff
members, but something different. When in doubt, assign the smaller role; it can be raised at any time.

What each role is allowed to do in detail

Because the first four roles build on one another, one detail per task is enough: from which role it is allowed.
Whoever is higher up may do it too. The table is built from top to bottom — what is needed daily at the counter is at
the top; what changes the whole organisation is at the bottom.



TASK LEAVING
At the counter

Book loan, return and reservation Staff member
the Kiosk account too

In operation

View inventory: products, units, documentation, values, reports  Staff member

Edit consumables Staff member
Carry out inventory control Staff member
Work on damage reports and lock a device Staff member

Decide on cases

Approve or reject requests Manager
Check and release invoices Manager
Take over and close tickets Manager
Manage

Change inventory: products, units, master data, importingand  Manager
exporting data

Manage and invite user accounts Administrator
Change settings Administrator
Subscription and invoices, delete organisation Owner

Borrowers and students are in none of these rows — they have none of them. Borrowers see their own loans,
reserve devices and report what they notice; students see the library and their own loans. More on this in Part 6.
The kiosk account may only use the first row and nothing else.

4

Why an employee only views the inventory

They work at the counter and need to be able to check what a device is, where it is and what depends on it.
They shouldn't change it: an accidentally renamed product or a deleted unit drags loans, reports and
requests along with it. Consumables, inventory control and damage reports, on the other hand, they may
work on — that's the job they're there for.

What each role sees in the menu

The same permissions build the menu. A group from which everything drops out doesn't appear at all — which is
why a kiosk account sees only Operations.



MENU ITEM
Operations
Overview
Loans

Return
Reservations
Personal

My loans

My reservations
Inventory
Products

Units
Consumables
Inventory control
Documentation
Software

Contracts

Device management

Values

Reports

Cases

Projects
Damage reports
Requests
Tickets

Archive
Add-ons
Library
Teaching materials

Swyron Al

OWNER

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

ADMINISTRATOR

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

MANAGER

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

STAFF MEMBER

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

yes

KIOSK

yes

yes

yes

yes



MENU ITEM OWNER ADMINISTRATOR MANAGER STAFF MEMBER KIOSK

Administration

Master data yes yes yes - -
Importing data yes yes yes - -
Exporting data yes yes yes - -
Settings yes yes - - -

The borrower has their own menu with the same headings: under Operations are Overview, My loans, My
reservations and — if your organisation has switched on self-service — Borrow device and Withdraw material.
Under Cases are Damage reports, Requests, Tickets and Archive, and under Add-ons whatever has been booked:
Library, Teaching materials, Swyron Al. Students only see Overview, My loans and the Library, plus Swyron Al if it
is switched on for them. More on thisin 6.1.

A menu item can be missing for three reasons

The role isn't allowed it — then it doesn't appear for anyone with that role. The subscription doesn’t include
it: requests, tickets, projects, IT documentation with software and contracts, device management and
signing in via Microsoft 365 require Pro. Library, teaching materials and Swyron Al are add-ons and only
appear once booked. The module is switched off in the settings (see 2.3). Device management additionally
appears only if a connection to Intune, Jamf or Mosyle is set up.

Three extra permissions without changing role

Sometimes someone should take on a single task without becoming an administrator straight away. For that there
are three ticks on the account, under Additional permissions. They act in addition to the role and never take
anything away. They are set when editing an existing account, not when inviting — see 2.8.

ADDITIONAL PERMISSION ALLOWED TYPICAL FOR

Approve requests Decide on requests, even as an employee or School management without IT
borrower. If an approval chain is set up on a request, duties
the person named there decides — the chain takes
precedence over the permission.

Invoice control Check and release invoices, without access to Facilities management,
accounts or settings. accounting
Edit tickets Take over and close tickets. Caretaker, external IT

Staff is not the same as an account

Anyone who borrows needs no account, only a staff record with a staff number. At a school that is the
normal case: the teacher comes to the counter, their number is scanned, done. An account is only needed
by someone who wants to sign in themselves.




Password and second step with Microsoft 365

If an account comes from your directory, the fields Change password and Two-step sign-in disappear from
the settings: Microsoft handles both, and offering a field that does nothing would be worse than none.

The owner is exempt, and that's intentional. They need a way in when the connection is stuck — an expired
secret, withdrawn consent, an outage at Microsoft. Without a local password, the organisation would be
locked out at exactly the moment when someone needs to repair the connection. A kiosk account is likewise
never asked for a second step: there's no one at the terminal in the corridor who could type in a code.

1.4 Signing in and signing out

Signing in happens in two steps. First there's only the question for the email address; as soon as you've entered it,
the password field appears.

inventaris ®en

Have a good Thursday, Anna
Signin o
Welcome back ° E
63 44

Sign in to work with your organisation's inventory.

. C ) =
Inventory, lending and
returns for schools, Next
municipalities, clubs
and businesses.

& Signin with a passkey vy et e e

What's there, what's missing and what's overdue, right after signing in.
Forgot your password? Create account

Step 1. If Microsoft 365 is set up for your organisation, the button Sign in with Microsoft also
appears at the top. Then you don't need to type anything in here at all.

inventaris e

Signin
Welcome back

Signin to work with your organisation's inventory.

Email*

[[ [pnna meier@schule-musterhausen.ch J]

Password*
Inventory, lending and ‘ |
returns for schools,

municipalities, clubs
and businesses.
o Everything ataglance

& Signinwitha passkey What's there, what's missing and what's overdue, right after signing in.

Forgot your password? Create account

Step 2. The password field appears as soon as the address is entered. The button now reads
Sign in instead of Next.



What happens after the click

You land on the overview. If two-step sign-in is set up for your account, the prompt for the six-digit code
from your Authenticator app comes first.

Sign out

Your name is at the bottom left. Next to it on the right is a small symbol with an arrow pointing out of a door. That is
the sign-out. After 15 minutes without activity the application signs you out by itself; on your next click you land
back on the sign-in screen.

Forgotten password

The sign-in screen shows Forgotten your password?. You enter your address and get an email with a link through
which you set a new password. The link is valid for one hour and can only be used once.

1.5 The layout of the screen

mventaris Have a good afternoon, Anna

10 loans are overdue Book return
OPERATIONS
[") Overview [ /ey Ask Swyron Al: Which loans are ov}

© Lending 10

& Returns

Total units Available Onloan
] c
© Reseratons 63 44 15
PERSONAL
A Myloans 2 Fixed to employee o) Fixed to room ® Fault / repair
B3 My reservations 2 0] 2
INVENTORY
£ Products Overdue loans Viewall Due soon
Return date passed and not yet booked backin
@ Units
8 c bl BORROWER ITEMS DUE ON ARREARS No returns in the next seven days.
= onsumables
Sofia Rossi
Inventory control e NB-0001 03.09.2026 35 days Send notice
% Documentation Stock below minimum
5o o
el BEA-0001, DOK-0001 07.09.2026 3 days eniinoiee Lk
Naturwissenschaften
& Software
ivi Whiteboard-Marker schwarz 14/ 40 Stk
B Contracts :;I"’;a “"lff' NB-0002 11.09.2026 27 days Send notice
athemati
- - 4/12 Stk
{8 Device management 3 Jonas Wyss HDMI-Adapter USB=C /
Gt TAB-0001, TAB-0002, TAB-0003 13.09.2026 25 days Send notice
schi
8 Values
NeciBergen CAM-0001, CAM-0002 15.00.2026 23.days Send notice Devices on the network Open
D Reports Gestalten
stalter
o me.TEEI #nd MIKC00L 18.09.2026 20days Send notice Switch Trakt B
£ Projects o Unreachable since 10.09.2026
e
s FiEches MIK-0002, MIK-0003 19.09.2026 19 days Send notice
Anna Meier !
AM €
Sekundarschule Musterh
Rabo Amreln MES-0001 22.09.2026 16 days Send notice

The overview is the home page after signing in. The menu on the left, the figures and urgent cases in the middle, and on the right what's
coming up this week. Borrowers and students have their own, shorter overview with their own things (6.1).

The menu on the left is divided into six groups, and the order is deliberate:

° Operations

What is needed daily: overview, loans, return, reservations.
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Personal

What concerns you yourself, even if you manage the whole organisation: My loans, My reservations.

Inventory

Everything concerning stock: products, units, consumables, inventory control, documentation, software,
contracts, device management, values, reports.

Cases

What comes up alongside loans: projects, damage reports, requests, tickets, archive.

Add-ons
What your organisation has booked on top: library, teaching materials, Swyron Al. Without a booking the
group is missing.

e Administration
What you rarely need: master data, import data, export data, settings.

The numbers next to the menu items

A number in the menu always means the same thing: there's work here. Next to Loans it shows how many
are overdue; next to Reservations, what needs to be ready today; next to Damage reports, what no one has
looked at yet. If there's no number, nothing is open. Then you don't even need to click through.

Light or dark

The application follows your device's setting: if it is set to dark, Inventaris is dark too, without you setting
anything. In the Teams app, the Teams theme decides, contrast mode included. Always light are the website,
this manual and everything that is printed: labels, cards, invoices, reports. QR codes and barcodes stay on a
white background in dark mode too, so that every scanner can read them.




PART 2

Setup

For owners and administrators. From the empty application to the first loan. In this order there are

the fewest setbacks.

2.1 The first day: nine steps

Stick to this order. It is not arbitrary: each step needs what the previous one created. Anyone who starts with the
units has to open each one again afterwards to add the room.

Organisation details

Name, address, contact. Appears on every email the application sends. > 2.2

Choose features

Switch off whatever your organisation doesn't need. Then it appears in no menu. - 2.3

Create rooms

Room, workshop, store. Without rooms no location can be set later. > 2.4

Fill the selection lists

Categories, suppliers, storage locations. Saves a few seconds each time when recording and prevents four
spellings of the same word. - 2.5

Record staff

Everyone allowed to borrow something. With an employee number for scanning. - 2.7

Invite accounts

Only for those who should sign in themselves. - 2.8

Create products

One entry per model, not per device. > 2.9

Create units
Now the individual devices, with an inventory number. - 2.10
Already have an Excel list? Then import it instead of typing it out. - 2.17

Book the first loan

As a test, with any device, and take it straight back. = 3.1

How long that takes

Steps 1to 6 are done in half an hour. The time is in steps 7 and 8. How much depends on the number of your

devices. Reckon with about a minute per device if you record by hand. If you have an Excel list, import it

(2.17); if your devices are in Intune, Jamf or Mosyle, it's even quicker (2.14).



2.2 Organisation details

Where: Settings - Organisation

. .
Inventaris Settings

Organisation, users and features
OPERATIONS
2 Overview Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
= Lending 10

Organisation

£ Returns

Appears in the application and on invoices.
(© Reservations

Name *
PERSONAL S\

L Sekundarschule Musterhausen

A My loans

: Contact email *
£ My reservations

‘ demog@inventaris.ch ‘
INVENTORY

Receives invoices and important system messages.
< Products

Street
@ Units ‘ J
8 Consumables
Postcode Location Country
Inventory control N N
‘ ‘ Musterhausen ‘ CH 1
& Documentation B g . d
VAT number
B Software p )
CHE-123.456.789 J
@ Contracts \
43} Device management 3
SR
/%) Reports
CASES Customer number
< Projects Please quote this for any queries to the operator.
[\ Damage reports 1
INV-YU74-8NYQ
B® Requests 2 Itis assigned at random and reveals nothing about your organisation. It doesn't change, even if you change the name.

AM Anna Meier

€
Sekundarschule Musterh.

These details appear in the header of every email the application sends to borrowers, and on every printout.

FIELD WHAT FOR

Name Appears under the logo on the left in the menu and in every email.

Address Appears on printouts and in the footer of emails.

Contact email The address borrowers reply to when they get a reminder. Use one that someone reads, not a

single person's personal address.

Phone Optional. Appears in the footer of the reminders.

What happens when you save

At the top a green strip briefly appears with the confirmation. The change takes effectimmediately,
including on emails that go out a minute later.



2.3 Switching features on and off

Where: Settings - Features

Not every organisation needs everything. A club with thirty trestle benches doesn't need requests with an approval
chain. What you switch off here disappears from the menu. For everyone, including the borrowers.

inventaris

Settings

Organisation, users and features.

OPERATIONS
7 Overview Organisation ~ Users  Kiosk  Features  Selectionlists ~ Customfields ~ Subscription  Invoices Integrations My account
< Lending 10

Modules
& Retums

® Reservations

PERSONAL

A My loans

59 My reservations
INVENTORY

< Products

@ Units

& Consumables

Inventory control

& Documentation

B Software

@ Contracts

Switched-off modules disappear from the navigation. The data is kept.

Consumables.
Stock with minimum quantities and logged withdrawals.

Damage reports.
Report faults, assign them and document the history.

Requests
Procurement requ

s with approval and invoice control

Tickets
Internal support requests with status and assignment.

Post tickets and damage reports in Teams.
New tickets, replies and status changes also appear in the Teams activity feed, in addition to the e-mail. Requires
the Microsoft 365 connection.

Projects
Projects that bundle devices, tickets and requests.

Reservations

Reserve devices for a day. They appear n the daily overview, nothing is blocked.

8} Device management 3
8 vai (7] swyron Al suggests ticket replies
alues
People who handie tickets can have a reply or internal note drafted. The ticket's subject, description and
D Reports comments are sent to Swyron Al for this, with names replaced by placeholders. Each suggestion counts as
a oone question.
cases
< Projects Self-service
For environments where not every loan goes through a counter.
/\ Damage reports 1
equests elf-checkout for borrowers
Request 2 2 Seif-checkout for b
Borrowers may book devices themselves, without a counter.
3 Tickets 5
Self-service withdrawal of consumables
6 Archive Borrowers may withdraw consumables themselves.
ADD-ONS
(7] self-checkout for students
8 Library Students may borrow ibrary books themselves. When off, they can still search and place holds; loans are made at

& Teaching materials

& SwyronAl

ADMINISTRATION
® Master data
S Import data
& Exportdata

[{g} Settings

‘Anna Meier
Sekundarschule Musterh

AM

the desk.

Swyron Al for borrowers
Borrowers ask about their own loans and get help with problems on a device (via the inventory number). They do
not see the inventory or values. Every question counts towards the organisation’s quota.

("] swyron Al for students

Students ask about their own loans and get help with problems on a device they have borrowed or that is in their
classroom. Off by default. Every question counts towards the organisation's quota

Default loan period in days

[ )

Suggested as the return date for anew loan.

Data protection

How long data of former personsis kept.

Remove former persons after

{ 12 months (default) v

Counted from the day the staff sheet became inactive. Once the period has passed and nothing is on loan, the staff

Each tick means one menu item more or less. Switching off deletes nothing: switch it back on and everything is there again.



FUNCTION

Return reminders

Also notify in Teams

Consumables
Damage reports
Requests

Tickets

Reservations

Post tickets and damage reportsin
Teams

Projects

Self-checkout

Self-checkout for students

Swyron Al for borrowers

Swyron Al for students

Swyron Al suggests ticket replies

Default loan period

WHEN SWITCHED ON

The application sends an email before the due date passes, and after that at a fixed
interval. Off by default: an application that sends emails to third parties of its own
accord would be an unpleasant surprise. Below that you set how many days
beforehand and how often afterwards.

Reminders and notices also appear, in addition to the email, under “"Activity” in
Microsoft Teams, for everyone with a Microsoft account. On by default, but only
takes effect once Microsoft 365 is connected and the permission granted (see
2.13).

A dedicated area for everything that doesn't come back.
Borrowers can report that something is broken.
Acquisition requests with justification, approval and invoice check.

Anything that is neither damage nor a request: 'Beamer flickering', 'Network outlet
dead'.

Borrowers put a hold on devices for a day or a few days. Alongside, set how many
days at a stretch are possible at most (default: 7).

News on tickets and the status of a damage report appear under “Activity” in Teams
in addition to the e-mail. On by default, but only takes effect once Microsoft 365 is
connected (see 2.13).

Undertakings that bundle devices, tickets, requests and damage (see 4.5).

Borrowers book themselves, without a counter. Can be set separately for devices
and for consumables. When switched on, the items Borrow device and Withdraw
material appear in the borrower portal. Which devices are released for this you
decide on the product or on the individual unit.

Only with the library: students borrow books themselves. When off, they can still
search and place holds; lending happens at the counter. Off by default.

Only with the Swyron Al add-on: borrowers ask about their own loans and get help
with a device. On by default. Each question counts towards the organisation’s
quota (see 5.11).

Only with Swyron Al and the library: the same for students, in a simple form and
without reports. Off by default.

Only with Swyron Al: the ticket shows the buttons for revising and suggesting a
reply. For this, the subject, description and comments go to Swyron Al, with names

replaced by placeholders. Off by default.

How many days are suggested in the «Return by» form (default: 14).

The switches for students and for Swyron Al only appear when the library or Swyron Al respectively has

been booked.



2.4 Creatingrooms

Where: Master data > Rooms

inventaris Master data

Rooms and staff: the basis for clean bookings.
OPERATIONS

Rooms Staff

2 Overview
o Lending 10 e R

Room, building, floor Search ..
= Returns K d
® Reservations Rooms (9)

For room checks and fixed-assigned devices.
PERSONAL
Ay Myloans Designation* Note
B My reservations ‘ ‘ ‘ Optional

) \

INVENTORY
£ Products
© Units DESIGNATION NOTE ACTIONS
& Consumables Aula - Edit sEE
Inventory control .

Informatikraum = Edit
&» Documentation

Materialraum - Edit
& Software
[® Contracts Mediathek - S @ Delete
AM AnnaMeier q Medienraum - TSI Delete

Sekundarschule Musterh.

Rooms are the rough location. The storage location («cabinet 3, shelf B») is set later on the unit itself.

0 Enter the name

Just as it appears on the door: «B12», «Aulay, « Werkhalle Nord.

e Press Add

The room appears immediately in the list above and is available from then on in every selection list.

Deleting a room

This only works as long as no unit is in it. Otherwise you would first have to move the devices. That is exactly
the intention: a deleted room would otherwise quietly remove a location entry from fifty devices.

2.5 Filling the selection lists

Where: Settings - Selection lists

These are the suggestions that appear under a field when recording: categories, suppliers, warehouses, storage
locations, conditions, cost centres, departments. They are suggestions, not constraints. You can also write
something in each of these fields that is not in the list.



inventaris

OPERATIONS
) Overview

5 Lending

£ Returns

(® Reservations
PERSONAL

R My loans

53 My reservations
INVENTORY

< Products

@ Units
=]

Consumables

©

Inventory control

o

Documentation

Software

Contracts

Device management

Values

@ & @ @

AM Anna Meier

Sekundarschule Musterh.

Settings

Organisation, users and features

Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account

How these lists work
The values appear as a suggestion when recording; typing is still possible. Whatever someone newly enters is added automatically and is available for selection next time. Here
you tidy up what has accumulated.

Take over values from existing inventory Searches products, units, staff and consumables for values that are not yet in any list.

Categories. Storage 3

Organises products and appears as a filter in the product list. The higher-level place where material is kept

Prasentation Remove Materialraum
Tablet Remove Informatikraum
Notebook Remove Aula

Werkstatt Remove Add values

' ' ' ' -

One value per line
Add values

One value per line

&

Several at once are possible.

&

Several at once are possible. Add

Several values at once: enter one per line and save.

2.6 Custom fields

The button that saves you work

At the very top is Take values from existing inventory. If you have already recorded your devices, for
example imported from an old spreadsheet, then the application reads all the categories, suppliers and
storage locations that occur in the stock and creates them as suggestions. It doesn't get faster than that,
and you type nothing twice.

Where: Settings - Custom fields

What your organisation additionally keeps track of and what no one else has: leasing contract, funding number,

fixed-asset accounting account, inspection sticker. You can create up to twenty fields per area, separately for

units, products and people.



inventaris Custom fields

What your organisation additionally tracks: leasing contract, grant number, cost centre of the asset accounting

OPERATIONS
) Overview Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
o Lending 10
Units Products Staff
£ Returns
© Reservations
Units 2 New field
. Appear in the form and on the card on every unit
Label*
My loans
A v Text(oneline) leasingvertrag Tentry r
‘ Leasing contract no ‘
£ My reservations Label* Order L
- N o)
INVENTORY Leasingvertrag-Nr. ‘ L 10 ‘ Type
< Products Smaller comes higher up. ‘ Text (one line) N ‘
© u Note The type can't be changed later, otherwise stored
oits - " values would suddenly be interpreted differently.
= Consumables ‘ Nur bei geleasten Geraten. ‘
Selection
Appearsin small print under the field. Optional o
Inventory control
[J Required field Inuse
&s Documentation

Software

& 4
B Contracts setection TEE STl et Only for «Selection»: one entry per line.
Note
{8% Device management = Label* Order p
- )
S Values Férdermittel W { 20 | | J
g Appears in small print under the field. Optional
~ o~ Smaller comes higher up,
. (] Required field
AM Anna Meier g Note

Sekundarschule Musterh.

: .
| |

The tabs at the top separate the three areas. A field for units doesn't appear on the staff sheet and vice versa.

The six field types

TYPE SHOWS UP AS

Text One row.

Text field Several lines, for longer notes.

Number Digits only, without thousands separators: a contract number is not a sum of money.
Date With a calendar.

Selection Alist you fill yourself (one entry per line).

Yes/No A tick.

Switch off instead of delete

Next to each field is an active switch. A switched-off field disappears from the forms but keeps all its values.
Deleting also removes the values. The prompt tells you beforehand how many there are.

2.7 Recording staff

Where: Master data - Staff

Here are all those who are allowed to borrow something, whether they have an account or not. That is the most
important difference from user management: staff borrow, an account signs in.



inventaris Master data

Rooms and staff: the basis for clean bookings.
OPERATIONS

Rooms Staff

72 Overview
o Lending 10 ’ y S .
Name, number, functi ‘ ‘ Department: all W ‘ ‘ Access: all v Search..
£ Returns A 4 o 4
(© Reservations Staff (15)
Staff, classes and departments as borrowers.
PERSONAL
A Myloans PERSON

B My reservations First name * Surname *

| J 1

< Products -

Units Function Class / department Office / location

n Q

» N ¢
Consumables Teacher ‘ ‘ Sek A Room 204
L )\ )\

Q]

Inventory control
AVAILABILITY

&% Documentation

Phone (work) Email
5 Software ‘
@ Contracts
EMPLOYMENT
{%} Device management 3
Employee number Joining date Leaving date
/ g - N
A Anna Meier g ‘ ‘ tt.mm.jjj 8 J ‘ temm.i B ‘
Sekundarschule Musterh . S h g
Scanned when borrowing. Leave it empty and the next free Only fillinif the date is fixed

ane is assian, od

The employee number on the left is the one scanned at the counter. The application assigns them sequentially (MA-O001, MA-0002 ...) if you
don't enter your own.

FIELD WHAT FOR
First name, surname Appears on every loan and in every reminder.
Employee number Scanned or typed in at the counter. If you already have cards with numbers, enter these.

Then the existing cards continue to work.

Email The return reminders go to this address. If it is missing, the person gets none.
Function, department Appears as a small line under the name. Helps with people who share a name.
Joining and leaving Optional. Leaving hides the person from the drop-down lists without deleting their past.

What happens when a card is printed

There is a button to print on the staff sheet. Your browser's print window opens with a card in credit-card
format: name, function and a QR code with the employee number. You scan this code later at the counter.
The menu and buttons are not printed with it.

The same number is on the virtual card that everyone with an account opens in the application. If the staff sheet
has no number yet, the application assigns one the first time the card is opened. What the card looks like and how
it gets into the wallet is described in 6.10.



2.8 User accounts and roles

Where: Settings - Users

. .
inventaris Settings
Organisation, users and features
OPERATIONS
" Overview Organisation Users Features Selection lists Custom fields Subscription Invoices Integrations My account
< Lending 10
User
& Retums 30f 50 users in the current plan
(® Reservations
Name * Email* Role
PERSONAL r N\ e
‘ ‘ l Administrator v
A My loans ) U L
INVENTORY
NAME ROLE LAST SIGNED IN STATUS ACTIONS
< Products
Anna Meler (du) Owner 08.10.2026 14:04 Active [ 2FA
demoginventaris.ch
@ Units
S Consumables EEter Brunnar Employee 08.10.2026 13:48 Active | o 2FA Edit
hauswart@inventaris.ch
Inventory control . X
Sofia Rossi
Borrower 08.10.2026 14:04 Active  no 2FA Edit
a lehrer@inventaris.ch
s» Documentation
5 Software
Two-step sign-in
[® Contracts o 3
wners and administrators always need it. Accounts that sign in with Microsoft 365 are governed by Microsoft
{8% Device management 2
g vl [C] Require for all accounts with a password
2LEE Anyone who does not have it yet will be taken to setup on their next page load. The counter terminal is exempt
2 Reports
Save
CASES
< Projects
< What the roles mean
AM Anna Meier g
Sekundarschule Musterh =
Owner

At the top the existing accounts with their role, at the bottom the form for inviting.

c Enter address and role

The roles are set outin 1.3. When in doubt, the smaller one: you can always raise it later.

a Press Invite

The person gets an email with a link. The link is valid for seven days.

e The person sets their own password

You never see it and never have to pass it on. The list shows invited until they've done so.

Set additional permissions

When editing an existing account, the Additional permissions block with three checkboxes appears at the bottom:
Approve requests, Invoice check and Handle tickets. This lets someone take on a single task without their role
changing — what that means in detail is set outin 1.3.

Withdrawing an invitation

Next to an open invitation is Withdraw. The link in the email already sent no longer works afterwards.
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Blocking an account

Blocking is not deleting. A blocked account can no longer get in, but its loans and reports all remain and can still be
attributed. Only delete an account if it was created by mistake.

When you set a password

If you set a new password for someone, that person gets an e-mail with the time and your name. That way they
notice if it wasn't agreed. Only the owner can change the role and password of an administrator account.

In the change log, Inventaris also records who changed a role, a block or additional permissions, set a password for
someone or invited someone, who changed the organisation’s details or the features (with what applied before
and after) and who exported data as a CSV file.

With Microsoft 365 the role is assigned in the directory

If the connection to Microsoft 365 is set up, the invitation form disappears and the role can no longer be
changed here: it follows from the group the person is in. Two sources for the same truth always end with no
one knowing which one applies. Owner and Kiosk are exempt from this and remain local — otherwise a
wrongly set group could lock the organisation out.

Setting up a kiosk account

For the computer at the issuing counter: create an account with the Kiosk role and leave it permanently
signed in there. It sees only lending and returns, and cannot reach the master data. Unlike all other accounts,
it is not signed out after 15 minutes. That is exactly what the role is for.
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2.9 Creating products

Where: Products - Add product

. .
Inventaris Create product
The model. You record the individual devices afterwards as units.
OPERATIONS
) Overview Designation*
= Lending 10 ‘ MacBook Air 13" M3 ‘
£ Returns Brand Manufacturer number
r N[
(®© Reservations { Apple ‘ LMRXNSSM/A l
PERSONAL Category Type
My loans ) (< » ]
Al ‘ Notebock v ‘ | Single item W ‘
{ )\ J
B My reservations New values are remembered for next time.
Supplier EAN / barcode
INVENTORY ( N[ )
| | )

[9 Products
The manufacturer's barcode.

@ Units
Spare part number Default loan period (days)

Overrides the general default for this product

1]

Consumables ‘

®

Inventory control

Documentation

k2

Description
Software
@ Contracts
P
£ Device management 3
Accessories
8 Values

Power adapter 35 W
79 Reports USB-C cable
Protective sleeve

CASES
4
<
¥ Projects One part per line. Shown at return for the completeness check
[\ Damage reports 1
B® Requests 2

Self-service

What borrowers may reserve themselves without the counter.
AM Anna Meier

&
Sekundarschule Musterh. ]

A product is the model. Create it once, even if you have fifty of them.

FIELD WHAT BELONGS IN IT

Name The model designation: "iPad 10. Generation", "Beamer EB-685W".

Brand Apple, Epson, Bosch.

Manufacturer number The manufacturer's part number. Helps with reordering.

Category Your own classification: 'Presentation’, "Tool', 'IT'. Reports are then run on it later.
Type Single device, set or consumables, see 1.2.

Description What no one else knows: «with ceiling mounty, «only with adapter».

Acquisition details on the product

Further down there is a block with price, purchase date, warranty, supplier, cost centre and useful life. If you tick
Keep acquisition data on the product here, these details apply to all units of this product.
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What happens when you first switch on

On the first save, all units take on these values, even those that already had something. This is intentional:
whoever enters a price expects it everywhere afterwards. From the second save on, whatever explicitly
differs on a unit is left untouched (checkbox Do not take acquisition details from the product).

Who is allowed to collect it themselves

At the very bottom is the tick Borrowers may reserve this product themselves. It is set when you create the
product, because that is the usual case: projectors, cables, charging trolleys.

Take it away and the product disappears from the selection a borrower sees when reserving. They can't reserve it
even if they know the inventory number; they get the note to report at the counter. Nothing changes at the
counter: whoever is allowed to book still books every device. The tick governs self-service, not the inventory.

What it is taken away for

For the things someone should hand out knowing who is standing in front of them: the camera worth three
thousand francs, the measuring case, the head teacher's spare device. Not for everything that is expensive,
but for the things where a brief question at the counter is worth something.

Individual devices can be exempted from this. How is described in 2.10.

. .
inventaris iPad 10. Generation
fppieslaDict Fat
OPERATIONS
D Overview Units (20) Guides and questions 2
The physically inventoried individual items of this product Applies to all units of this model
5 Lending 10
INVENTORY NUMBER SERIAL NUMBER STORAGE PLACE PRICE STATUS
£ Returns 2 of them visible to borrowers
TAB-0001 TAB-004117 Informatikraum CHF 429.00 On loan
(© Reservations Open and maintain
TAB-0002 TAB-004134 Informatikraum CHF 429.00 On loan
PERSONAL
2 - Informatikraum nloan
& Myloans TAB-0003 TAB-004151 Infi ki CHF 429.00 Oonlk
Overview
B My reservations TAB-0004 TAB-004168 Informatikraum CHF 429.00 Avallable
Type Single item
INVENTORY TAB-0005 TAB-004185 Informatikraum CHF 429.00 Available
Brand Apple
[9 Products TAB-0006 TAB-004202 Informatikraum CHF 429.00 Available
Manufacturer number -
@ Units TAB-0007 TAB-004219 Informatikraum CHF 429.00 Available
8 c bl Category Tablet
coeuables TAB-0008 TAB-004236 Informatikraum CHF 429.00 Available
Inventory control Self-service Borrowers may make their
TAB-0009 TAB-004253 Informatikraum CHF 429.00 Available own reservations
& Documentation Applies to all units without their
TAB-0010 TAB-004270 Informatikraum CHF 429.00 Available own exception
B Software
TAB-0011 TAB-004287 Informatikraum CHF 429.00 Available Units 20
@ Contracts
TAB-0012 TAB-004304 Informatikraum CHF 429.00 Available Acquisition value CHF 8'580.00
£} Device management 3
TAB-0013 TAB-004321 Informatikraum CHF 429.00 Available Current value CHF 5'764.70 As at October 2026
8 Values
TAB-0014 TAB-004338 Informatikraum CHF 429.00 Available
/2 Reports
Acquisition
TAB-0015 TAB-004355 Informatikraum CHF 429.00 Available
CASES Not maintained here
< Projects TAB-0016 TAB-004372 Informatikraum CHF 429.00 Available
If you record twenty identical devices, you would
/N Damage reports 3! TAB-0017 TAB-004389 Informatikraum CHF 429.00 Available otherwise type the price, purchase date, warranty and
supplier twenty times. Maintained once here, it applies
® Requests 2 TAB-0018 TAB-004406 Informatikraum CHF 429.00 Available to allunits, except those you explicitly exclude.
o = 2 Maintain acquisition data
TAB-0019 TAB-004423 Informatikraum CHF 429.00 Available
AM Anna Meier g
Sekundarschule Musterh. TAB-0020 TAB-004440 Informatikraum CHF 429.00 Available

The product sheet: on the left the units of this model, on the right the master data. From here the way leads to the manuals.
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2.10 Creating units

Where: Units = Add unit

inventaris Record unit

A physical individual item with its own inventory number.

OPERATIONS
79 Overview Assignment and labelling
o Lending 10
Product*
& Returns
[ Please choose ... b ]

@© Reservations
‘The model this unit belongs to.

PERSONAL Inventory number * Serial number
A Myloans { NB-0001 ] [ }
£ My reservations Must be unique within the organisation.
Set code Status
INVENTORY
< Products { KOFFER-O1 } [ Available v J
Same code = the units are borrowed together.
@ Units
8 Consumables
Inventory control Location
& Documentation
Store Storage place
Software
& & [ Storeroom v } [ Shelf B / compartment 3 ]
@ Contracts Shelf. compartment, cabinet.
{i% Device management & Fixed assigned room
8 Values [ None v J
) Reports Only fill in if the device is permanently located in a room.
CASES
< Projects
Condition and assignment
/\ Damage reports 1 Helps with reports and with finding things again
@ Requests 2
Condition Responsible department
3 Tickets 5
[ Good J [ Sek A v J
& Archive
Cost centre Licence key

ADD-ONS [ ] [ ]
E Library

For devices with bound software.
& Teaching materials

A Network
AM Anna Meier q

Sekundarschule Musterh. Only for devices on the network. Expand when needed.

The longest form in the application. Most fields are optional. Only product and inventory number are mandatory.
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The fields that count

FIELD

Product Required

Inventory number Required

Serial number

Set code

Status

Room, store, storage location

WHAT BELONGS IN IT

The model you createdin 2.9.

Your own number, the one on the sticker. It must be unique within your organisation. A
prefix plus a running number has proven itself: TAB-0101, BEA-0001.

The manufacturer's number. Important for insurance and warranty. And for device
management (2.14), which matches on exactly this.

Sets only. All units with the same set code are borrowed together with a single scan.
When recording, almost always ~ Available

Where the device is when no one has it. The storage spot is the fine detail: «Cabinet 3,
compartment B».

A suggestion for your inventory numbers

Three letters for the type, a dash, four digits: BEA-0001 , NB-0001 , TAB-0101 . The letters make the
number readable aloud over the phone, the four digits are enough for 9,999 devices per type, and the

sorting is correct. Do not start at 1: TAB-1and TAB-10 otherwise sort wrongly.
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inventaris NB-0001

MacBook Air 13" M3 - Apple ReSEe Edit
OPERATIONS
o Overview Borrowed by Sofia Rossi (Sprachen) — due on 03.09.2026. Open loan
25 Lending 10
Overview  History (1)
£ Returns
(® Reservations
Master data Custom fields
PERSONAL
Status Onloan Leasingvertrag-Nr LV-2026-0042
R My loans
Product MacBook Air 13" M3 Férdermittel Kanton
53 My reservations
Serial number NB-004117
INVENTORY
5 " Acquisition
et code -
< Products Maintained on this unit.
Store Materialraum
Units
[@ Acquisition value CHF 1249.00
8 Consumables Storage place =
Purchased from Digitec Galaxus AG
Inventory control Room Materialraum
Acquired 29.01.2026
&% Documentation Self-service B may reserve th |
Rule of the product Warranty until 26.07.2026
& Software
Cost centre IT-100
[® Contracts
Photos and documents N
Useful life 4 years
{@} Device management 2 Photos and documents for this entry.
Current value CHF 1'014.81 As at October 2026
8 Values
No attachments yet
79 Reports Linear over 4 years, as at October 2026: 9 of 48
months depreciated.
D Attach files
< Projects (
Dateien auswihlen Keine ausgewahlt
Software on this device
[\ Damage reports )
Several at once is possible. Photos are reduced in size on upload: a shot from a phone typically becomes under 200 KB,
@ Requests 2 while staying fully recognisable. Location details from the shot's data are removed in the process Jamf School T
{3 Tickets 5
Upload Pages, Numbers, Keynote Free
£ Archive
ADD-ONS Accessories
. To be checked on return.
B Library
Netzteil 35 W
Anna Meier
&
AM s ekundarschule Musterh ] .
Schutzhille

The inventory sheet. At the top it says whether the device is currently out or on hold. On the left the loan history, on the right master data,
acquisition with current value and, where available, the details from device management.

An exception to the product's rule

Whether borrowers may reserve themselves is set on the product (2.9) and applies to all its units. That is almost
always right: thirty iPads, one rule.

Almost always, not always. One of the five cameras is the old one that may be borrowed:; a single notebook is the
spare device and shouldn't be right now. That's what the Self-service box on the unit's sheet is for. Without a tick
the unit follows the product, and that's the default. With a tick, choose for this one unit Borrowers may reserve it
themselves or Only via the counter.

Without the tick means: comes along

A unit without its own rule follows the product even when something is changed there later. Whoever sets
the exception decouples it — from then on it stays put, whatever happens to the product. On the inventory
sheet, under Self-service, it shows what currently applies and where it comes from.
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Print labels

In the list of units you select the desired lines on the left (the tick at the very top selects all on the page) and then
press Print labels.

What happens when you print

A new window opens with a sheet of labels: one QR code per device, the inventory number and the product
name. Over it lies your browser's print dialogue. Important: in the print dialogue set the margin to none and
the scaling to 100 %. Otherwise the QR code shrinks, and the scanner at the counter takes longer. After
printing, close the window; nothing has changed in the application.

2.11Manuals and questions on the device

Where: Products - open a product - Manuals

The place for the answer to "How does this work again?". What you store here appears on the sheet of every unit
of this model. So exactly where someone is standing with the device in hand.

. .
Inventurls iPad 10. Generation
—
Guides and questions
To the product
OPERATIONS iPad 10. Generation - Apple. Applies to all units of this model.
%) Overview
New entry
& Lending P B Tablets aus dem Koffer nehmen
Der Koffer Iadt alle zwanzig Geréte gleichzeitig. Vor dem Unterricht priifen, ob die Ladeanzeige griin ist.
& Returns Type
Nach dem Unterricht: Gerate in derselben Reihenfolge zuriicklegen, Kabel einstecken, Koffer abschliessen. p
® Reservations Guide ¥
\ J
C—— A quide is shown open. A common question is
. L collapsed; you look for it when something has
Ein Tablet Iasst sich nicht entsperren v gone wrong.
A Myloans
Title or question*
£ My reservations ) a
Edit Connecting the projector
INVENTORY 2 of 30 entries. b
[9 Products e
Guide Tobias Freund
@ Units
Type Order
& Consumables (s (
| Guide v | |
Inventory control h :
Title or question* L 4
&% Documentation - ~
‘ Tablets aus dem Koffer nehmen 1 A blank ine makes a new paragraph. No
Sorare \ J markup needed
Text
Ref
@ Contracts - . S
Der Koffer ladt alle zwanzig Gerate gleichzeitig. Vor dem Unterricht prifen, ob die Ladeanzeige grin https:/. ‘
% Device management 3 ist. )
Optional: manufacturer video, manual at the supplier.
Pl
8 Values Nach dem Unterricht: Gerate in derselben Reihenfolge zuriicklegen, Kabel einstecken, Koffer
abschliessen. e
) Reports " 4 ‘ ‘
Ablank line makes a new paragraph. ( )
FASES Otherwise it says «Open»
Reference Label
Anna Meier
AM <)

Y ( Attach PDF
Sekundarschule Musterh ‘ ‘

Dataloscwshlon | Vaine aucoowdshis

Two kinds: Manual (a procedure, step by step) and Question (a short answer to something that is often asked).

o Choose the type
Manual for 'How to connect the beamer’, Question for 'Why is the picture blue?".

e Write the title and text
Blank lines separate paragraphs. Short sentences, one step per paragraph.
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optional

Attach a link

For example to the manufacturer's manual. Only http and https are accepted.

The tick decides whether borrowers can see the entry too. Without the tick, only staff can see it. For tasks

Visible to borrowers?

that not everyone should carry out.

2.12 Consumables

Where: Consumables

inventaris

OPERATIONS
2 Overview

5 Lending

& Returns

@© Reservations
PERSONAL

2 Myloans

£ My reservations
INVENTORY

< Products

@ Units

[E Consumables
Inventory control
&& Documentation
B Software
@ Contracts
i

Device management

Anna Meier
AM cekundarschule Musterh

Here the stock counts, not the individual number. If it falls below the minimum stock, the line appears

own tile.

Consumables

Stock, minimum quantities and every withdrawal logged

N
‘ Designation, storage |
L )

Search ..

DESIGNATION STORAGE PLACE sTocK
. N 240 Stk
Batterien AA Materialraum
min. 60
7 Roll
FilamentPLA 1 kg Werkraum =
min. 4
2
. 4 Stk
HDMI-Adapter USB-C Informatikraum
b3 min. 12

e Stock: how much is there right now.

BOOK

L)

| S

‘ To: General v ‘

‘ Remark | Withdraw
Book in

v

{ )
—_——
To: General N J
)

| Remark | Withdraw
Book in

L)

-

‘ To: General e 1

/ N

‘ Remark ‘ Withdraw

orange

Create item

Latest movements

Ladekabel USB-C 2m

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fir
den Unterricht

Filament PLA 1kg

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fir
den Unterricht

Kopierpapier A4

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fir
den Unterricht

Whiteboard-Marker schwarz

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fur
den Unterricht

Batterien AA

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fir
den Unterricht

HDMI-Adapter USB-C

An Sofia Rossi (Sprachen)
Reto Amrein - 03.09.2026 09:40 - Entnahme fir

e Minimum stock: from when a warning is given. Set it to what you need until the reorder arrives.

e Unit: piece, pack, metre.

-4 Stk

-4 Rolle

-4 Pack

-4 Stk

-4 Stk

-4 Stk

,and on the overview in its

You book issue and receipt via Withdrawal and Receipt directly in the list. Every booking is recorded with person
and time, so that at the end of the year it can be traced where the forty markers have gone.
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213 Signing in via Microsoft 365

Where: Settings - Integrations - Microsoft 365  optional

If your organisation uses Microsoft 365, no one has to learn a second password. Signing in runs through the same
accounts as everywhere else. Anyone who leaves the organisation loses access, without anyone having to think
about it.

inventaris Microsoft 365

Sign-in and staff from your Entra ID directory.

OPERATIONS
) Overvie Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
9 Overview
) Lending 10
Overview Device management Network
&) Returns

® Reservations Not yet activated

The integration with Microsoft 365 is not yet prepared for your organisation. Please contact us.
PERSONAL
A My loans
First: create five security groups

B My reservations InEntra ID, type Security. The names must be exactly as given. That's how Inventaris recognises which group is which role.

INVENTORY

SiGR-Inventaris-Personal Staff sheet only, no sign-in
< Products
SiGR-Inventaris-Administrator May do everything except billing
Q@ Units
S Consumables SiGR-Inventaris-Verwalter Inventory and cases
Inventory control SiGR-Inventaris-Mitarbeiter Book loans, handle cases
7% Documentation
B2 SiGR-Inventaris-Ausleiher Sees only their own loans
& Software
SiGR-Inventaris-SuS Students: library only, account only with the add-on booked
@ Contracts
4% Device management 3 You don't need all six. Whoever only wants to manage staff creates just the first one; whoever lets no one sign in leaves out the five role
groups. The group SIGR-Inventaris-SuS is only needed with the Library add-on
8 Values
Add as a member, not as an owner
72 Reports c
Inventaris only reads the members of a group. Someone listed in Microsoft 365 only as an owner of the group gets no
staff record, no account and no role from it. If the person who manages the group should have access themselves, add
CASES
them as a member as well
< Projects
[\ Damage reports T
@ Requests 2
Then connect
m,m o - One click. You sign in to Microsoft as an administrator and give your consent. That's all there is to it
Anna Meier
Al ]

=
Sekundarschule Musterh.
= Connect with Microsoft 365

Connecting is done with one click: you sign in to Microsoft as an administrator and give your consent. You don't have to look up the
directory ID.

Create these groups first. In Microsoft 365 under Entra ID = Groups - New group, group type Security,

then add the people as members. The names must end as shown here so the application finds them by itself
when connecting.
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GROUP IN MICROSOFT 365 WHAT IT DOES

SiGR-Inventaris-Personal Staff sheet only, no sign-in

SiGR-Inventaris-Administrator May do everything except billing
SiGR-Inventaris-Verwalter Inventory and cases

SiGR-Inventaris-Mitarbeiter Book loans, handle cases

SiGR-Inventaris-Ausleiher Sees only their own loans

SiGR-Inventaris-SuS Students: library only, account only with the add-on booked

You don't need all six. Whoever only wants to manage staff creates just the first one; whoever lets no one sign in

leaves out the five role groups. The group SiGR-Inventaris-SuS is only needed with the Library add-on.

Add as a member, not as an owner

Inventaris only reads the members of a group. Someone listed in Microsoft 365 only as an owner of the

group gets no staff record, no account and no role from it. If the person who manages the group should
have access themselves, add them as a member as well.

Press Connect
You land at Microsoft. Sign in with an account that is administrator in the directory.

Give consent

Microsoft shows what the application would like to read. After you consent you land back in Inventaris.

Assign security groups

Six groups, six roles. The sixth, SiIGR-Inventaris-SusS, is only needed with the Library add-on. If your groups
are named as suggested, the application assigns them by itself and you only have to confirm.

Switch on

From now on the Sign in with Microsoft button appears on the sign-in screen.

The one rule you should know

Staff is the union of all six groups, sign-in only the five role groups. Anyone who is only in the staff group

gets a staff record with an employee number and can borrow at the counter. They don't get an account. At a
school this is the most common case.

When a new permission is added

The “Connection” card has Request permissions again. One click leads straight to Microsoft's consent for

your tenant; connection, groups and assignments stay as they are. This is how, for example, the permission

for Teams notifications is added without disconnecting. Check shows whether everything is granted, with its
own “Teams notifications” line.
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Owner and Kiosk stay local

These two roles are never assigned via Microsoft. That's the emergency brake: if something goes wrong in
the directory, someone must be left who can repair it.

The app in Microsoft Teams

Once Microsoft 365 is connected, the Microsoft Teams card with the app package appears on the same settings
page. Uploaded once, Inventaris appears on the left in Teams for everyone, and the whole application runs inside
it: every page opens in the tab, with the same rights as in the browser. On phones and tablets, a cameraicon
appears next to every number field; scanning uses the Teams scanner. It can take a while for the app to appear for
everyone: Microsoft rolls out apps and setup policies with a delay, up to 72 hours in larger tenants.

o Overview = Menu

Have a good Thursday, Anna

New loan Book return [A=]
10 loans are overdue. - 5

Total units Available
P &)

63 44 15

On loan

2 Fixed to employee o) Fixed to room ® Fault / repair

2 0] 2

Overdue loans

View all
Return date passed and not yet booked back in.
BORROWER ITEMS DUE ON ARREARS
kit NB-0001 032.09.2026 35 days Send notice
Sprachen
Mancialier BEA-0001, DOK-0001 07.09.2026 31 days Send notice

Naturwissenschaften

s Llafas

Inventaris in the Teams tab: the same application as in the browser.

The app has one tab, Inventaris: the whole application, with “My loans” and “My reservations” in the menu under
“Personal”. On phones and tablets the camera scans directly in Teams. Under "Activity”, in addition to the e-mail,
you get reminders and notices, news on tickets (received, assigned, reply, done) and the new status of your own
damage report. Tapping a notification opens exactly that loan, ticket or report, without the menu around it; every
link in it leads into the “Inventaris” tab. A case appears only once in the feed: the new notification replaces the
previous one. This needs the “TeamsActivity.Send” permission, added via Request permissions again.

In the
Teams admin center

, under Teams apps -> Manage apps, click Upload and choose the file.
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e Under Teams apps - Setup policies, pin the app so it appears on the left for everyone. Or each person
adds it under Apps. It can take a while for the app to appear for everyone: Microsoft rolls out apps and
setup policies with a delay, up to 72 hours in larger tenants.

e Sign-in uses the Microsoft 365 account. The tab is available to anyone with an Inventaris account.

The tab does not create accounts

Anyone who doesn't have an Inventaris account yet signs in once via the website. After that the tab is open.

Error codes for sign-in with Microsoft 365

If sign-in fails, the sign-in page shows a short sentence with an error code. Here is what it means and what helps.
Microsoft's technical text is in the back office, under the organisation’s last error.
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CODE

M365-01

M365-02

M365-03

M365-04

M365-05

M365-06

M365-07

M365-08

M365-09

M365-10

M365-11

M365-12

M365-13

M365-14

M365-15

M365-16

M365-17

M365-18

MESSAGE

Sign-in with Microsoft 365 is currently

unavailable. Sign in with email and password.

The sign-in attempt has expired. Please
click “Sign in with Microsoft 365" again.

Sign-in was cancelled at Microsoft.

Microsoft declined the sign-in. Please try
again.

The sign-in could not be verified. Please
start again from the beginning.

Microsoft did not complete the sign-in.
Please try again.

Sign-in at Microsoft failed. Please try again.

Your organisation is no longer set up for
sign-in with Microsoft 365.

Your Microsoft 365 account belongs to no
organisation that uses Inventaris.

Sign-in with Microsoft 365 is not fully set up
for Musterhausen School yet.

Microsoft returned no details about your
account. Please try again.

Your groups in Microsoft 365 could not be
read.

Anna Smith is not permitted to signin to
Inventaris: only in the Staff group. Loans are
handled at the counter.

Anna Smith is not permitted to signin to
Inventaris: in none of the enabled groups.
This account is blocked.

Your account does not have access to
Inventaris yet.

Your organisation has no free user accounts
left.

Your account could not be created. Please
try again.

WHAT HELPS

Sign in with email and password. If it persists, contact Swyron: the
platform connection is disrupted.

Sign in again. Sign-in must be completed within 15 minutes.

Sign in again and confirm at Microsoft.

Try again. If it persists, contact Swyron; Microsoft's text is in the
error log.

Allow cookies for inventaris.ch and start again in a single window.

Try again.

Administrator: Settings = Microsoft 365 - Check; grant consent

again if needed.

Administrator: reconnect Microsoft 365 under Settings -
Microsoft 365.

Administrator: under Settings = Microsoft 365, click Connect and
enable sign-in.

Administrator: under Settings = Microsoft 365, assign at least one
role group and enable sign-in.

Try again. If it persists: the administrator grants consent again.

Administrator: grant consent again under Settings - Microsoft 365
(permission GroupMember.Read.All).

Intended if the person only borrows at the counter. To let them sign
in, also add them to a role group (Administrator, Verwalter,
Mitarbeiter, Ausleiher or SuS).

Add the person as a member (not only as an owner) to a SiGR
group. Under Settings = Microsoft 365 - Check, verify that the
groups are assigned correctly.

Unblock under Settings - Users if the block no longer applies.

New accounts via Microsoft 365 are available from the Pro plan.
Otherwise invite the person under Settings - Users.

Book more users in the plan or block accounts no longer in use.

Try again. If it persists, contact Swyron; the reason is in the error
log.
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2.14 Device management: Intune, Jamf, Mosyle

Where: Settings - Integrations - Device management  optional

If you already manage your devices with Microsoft Intune, Jamf Pro or Mosyle, then that system has long known

which devices exist and what serial number they carry. Also who uses them and when they last checked in.

Inventaris fetches that instead of having it typed in a second time.

inventaris

OPERATIONS
2 Overview

2 Lending

& Returns

(©® Reservations
PERSONAL

A Myloans

9 My reservations
INVENTORY

< Products

Units

0 ®

Consumables
Inventory control

% Documentation
Software

[® Contracts

{8} Device management
8 Values

79 Reports

CASES

< Projects

/\ Damage reports
[® Requests

3 Tickets

B Archive

ADD-ONS

B Library

& Teaching materials

& Swyron Al

ADMINISTRATION
© Master data
S Import data

& Exportdata

Al Anna Meier
Sekundarschule Musterh,

<]

Device management

Import the device inventory from Intune, Jamf Pro and Mosyle. View devices (3 open)

Organisation ~ Users  Kiosk  Features  Selectionlists ~ Customfields ~ Subscription  Invoices  Integrations My account

Overview Device management Network

What thisis for

Intune, Jamf and Mosyle already know which devices exist, which serial number they carry, who uses them and when they last checked in. Inventaris fetches this
rather than having it typed out a second time.

The link is made via the serial number. What is in the MDM and missing from the inventory ends up in the «Unassigned» list. There, decide what becomes of it.
Nothing is ever deleted, neither here nor there: a device that disappears from the MDM only gets a note.

Connections
One per system: Jamf or Mosyle for the Apple devices, Intune for the rest.

CONNECTION SYSTEM LAST RESULT
iPads (Jamf) Jamf 04.10.2026 Error | Es fehlen Client-ID oder Geheimnis fiir
Check Sync now Change
https://schule jamfcloud.com Pro 19:56 Jamf Pro.
The sync also runs every night automatically. What you see here is the state of the last run
Add connection
Choose the system first, then the matching fields appear.
System*
[ Microsoft Intune v J

Name of the connection *

[ ]

For recognition, such as «iPads (Jamf)» or «Notebooks (Intune)».

Without Microsoft 365, separate credentials are needed. Either connect first Microsoft 365, or enter here the directory ID, client ID and secret of your own app
registration

Directory ID (tenant)

00000000-0000-0000-0000-000000000000 J

From the Azure portal, overview of the app registration.

Client ID of the app registration

[ 00000000-0000-0000-0000-000000000000 }

From the Azure portal, overview of the app registration.

Client secret

t 1

Stored encrypted and never shown again.

What happens to devices that are found

W) romnnnbian b

At the top the existing connections with the result of the last sync, at the bottom the form for the next one. Several connections side by side

are the normal case: Jamf or Mosyle for the Apple devices, Intune for the Windows notebooks.
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What you have to prepare in the respective system

SYSTEM PREPARATION

Microsoft Intune If Microsoft 365 is already connected (2.13), one step is enough: give the existing app registration
the application permission DeviceManagementManagedDevices.Read.All and grantadmin
consent. A delegated permission looks the same in the portal and is not enough here.

Jamf Pro Settings - APl roles and clients: a role with Read Computers and Read Mobile Devices, connect
an APl client to it, and enter the client ID and secret here.

Mosyle Organisation > APl integration: generate an access key. Plus a Mosyle account with read access,
ideally a dedicated one and not a person's personal account.

igventaris Device management

Import the device inventory from Intune, Jamf Pro and Mosyle. View devices (3 open)

OPERATIONS
D Ovenvie Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
©) Overview

5 Lending 10
Overview  Device management  Network

& Returns

Reservations
o What this is for

PERSONAL

2 Myloans Intune, Jamf and Mosyle already know which devices exist, which serial number they carry, who uses them and when they last checked in. Inventaris fetches this
rather than having it typed out a second time

By My reservations . . . . .
The link is made via the serial number. What is in the MDM and missing from the inventory ends up in the «Unassigneds list. There, decide what becomes of it.

E— Nothing is ever deleted, neither here nor there: a device that disappears from the MDM only gets a note.

£ Products

& Units Connections
One per system: Jamf or Mosyle for the Apple devices, Intune for the rest.
2 Consumables
| | CONNECTION SYSTEM LAST RESULT
~] Inventory control
2 b iPads (Jamf) Jamf 04.10.2026 Error | Es fehlen Client-ID oder Geheimnis fir Check s h
ec nc now ange
g Doctmentsion httpsy/schule jamfcloud.com Pro 19:56 Jamf Pro 4 N
Software
8 The sync also runs every night automatically. What you see here is the state of the last run
Contracts
4% Device management 3
B Values Add connection
Choose the system first, then the matching fields appear.
/%) Reports
RS System*
£ Projects ‘ Mosyle v W
/\ Damage reports 1 Name of the connection *
[ Requests 2 L }
3@ Ticket: z For recognition, such as «iPads (Jamf)» or «Notebooks (Intune)>»
ickets
£ Archive What you get from Mosyle: three things
1. The APl key: Organisation - APl integration > create an access key («Access Token»).
ADD-ONS 2. An account with read access for the device stock: the email address and password of this account. Best of all a dedicated service account: a person's personal
Q account takes the sync with it when that person leaves the organisation.
Library

3. Your edition: Manager or Business. It's shown at the top of your Mosyle interface.

& Teaching materials
Your Mosyle edition

& Swyron Al
[ Please choose ... v J

Mosyle Manager is the edition for educational institutions, Business and Fuse share the other. If you choose wrong, Mosyle responds with a 404 error.
ADMINISTRATION

APl key (access token)

AM Anna Meier ) L }

Sekundarschule Musterh.

Stored encrypted and never shown again

For Mosyle, choose the edition from two fixed options: Manager for educational institutions, Business/Fuse for the rest. Which one you have
is shown at the top of your Mosyle interface.
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Create a connection

Choose the system, give it a name («iPads (Jamf)»), enter the credentials, save.

Press Check

The application only fetches a token, nothing else. If a green message appears, the credentials are correct.
If a red one appears, it says what is missing.

Press Sync now

The stock is now fetched. Depending on the number, that takes a few seconds to two minutes.

View the list

Inventory = Device management. The Unassigned tab is the important one.

What the sync does, and what it doesn't

It connects every device found to the matching unit in the inventory via the serial number. If there's exactly
one unit with this number, it's connected; if there are two, it's reported instead of guessed.

It creates nothing as long as you don't explicitly switch it on. A first run that creates four hundred units would
be a night of tidying up. And it never deletes, neither here nor there: if a device disappears from the MDM, it
just gets a note.

igventqris Device management

What Intune, Jamf Pro and Mosyle know about your devices: stock, system and last check-in Connections

OPERATIONS

) Overviaw Alldevices  Notassigned(3)  No longer in MDM
5 Lending 10 e ————
Device name, serial nt Search ...
& Returns E .
(©® Reservations The MDM knows these devices, the inventory does not. Either it's down to a differing serial number, in which case connect it by hand via the inventory number; or the device is
genuinely missing, in which case Import creates it as a unit
PERSONAL
A Myloans DEVICE SERIAL NUMBER SYSTEM PERSON LAST REPORTED
9 My reservations - (
4 A‘“’:'iy;:”'; - - 0S5 17.4 - 10.09.2026 Inventorynumber |  Comnect  Takeover
pple iPads (Jamf -
INVENTORY
2 Fomires ':E:/;A‘:'f'g: N DMPXV2Q1HG7K  iPadOS17.4  MarcKeller  10.09.2026 Inventory number |  Comnect  Take over
e iPad Air (5. Gen.) - iPads (Jamf) | RRTPY ST )
@ Units S ekt 25.07.2026 ( )
MacloolebelcOl ) F4GXK9110001 macoS14.4  Sofia Rossi - Inventory number | Connect Take over
MacBook Air 13" (M2) -iPads (Jamf) quiet for 75 days (
AM Anna Meier g

Sekundarschule Musterh.

The real benefit. The MDM knows these devices and your inventory doesn't. Two ways: enter the inventory number and Connect. Or Adopt,
which creates a new unit with the next free number.

Overnight onits own

The sync also runs every night, as soon as your administrator has set up the corresponding job. You can tell from
the date in the Last column whether it's running.

What is recorded on an individual device

Open a unit that comes from the MDM, find the Device management tab at the top with four sub-tabs:

e Taken over. What the nightly sync has saved: device name, model, system, signed-in person, last report.
Appears immediately.
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e Device. Hardware in detail: storage used and free, encryption, supervision, IP and MAC address, battery level,
enrolment date.

e Apps. What is installed on the device, with the version.

e Profiles. Which configuration profiles apply and whether they take effect. A red «error» or «conflicty is the
answer to the question of why this one iPad behaves differently from the rest.

These three are fetched live

Unlike "Taken over', they query Intune, Jamf or Mosyle when opened. That takes one to two seconds, and a
waiting window shows during that time. In return the state is always the current one and not last night's.
Nothing is stored in the process.

What a system doesn't release is stated. Mosyle, for example, doesn't supply the app list via the interface
depending on the edition; then that is shown, instead of an empty list that would look like a device
without apps.

2.15 Two-step sign-in
Where: Settings - My account - Two-step sign-in

In addition to the password, a six-digit code from an app on your phone. For owner accounts this is mandatory, for
everyone else it is optional.

o Open an authenticator app
Microsoft Authenticator, Google Authenticator, IPassword, Bitwarden: any app that generates time-based
codes will do.

Scan the displayed code

There is a QR code on the page. Anyone who cannot scan types the string beneath it into the app by hand.

Enter and confirm the first code
Only then is setup complete. If the code doesn't match, check the time on your phone.

Print out the ten backup codes

They're shown exactly once. Print them out and keep them somewhere you can reach without a phone.
They're the way back if the phone is lost.

Before you change your phone

Switch off two-step sign-in beforehand and switch it back on afterwards on the new phone. Otherwise you'll
need one of the backup codes. If those are gone too, your administrator has to help.

Keeping an eye on your sign-ins

Where: Settings = My account = Security. It lists the devices you are currently signed in on — sign out an unknown
one with Sign out — and your sign-ins over the last 90 days, successful and failed. A wrong current password when
changing your password or switching off two-step sign-in also counts as a failed attempt; after too many, entry is
blocked for a while. Owners and administrators also see the sign-ins of the whole organisation: if failed attempts
pile up on one account, someone may be trying to guess the password.
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2.16 Subscription and invoices

Where: Settings - Subscription - Settings = Invoices

. .
inventaris Settings
Organisation, users and features

OPERATIONS
" Overview Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
o Lending 10

Currentplan
£ Returns
® Reservations Pro

CHF 129/ month
PERSONAL
A My loans User 3/50
£ My reservations —

Units 63 /5000
INVENTORY

(]
€ Products
© units Add-ons
8 Consumables Booked on top of the subscription and billed on the same invoice.
Inventory control Libs

orary CHF 39.00 per month

up t0 10,000 copies
&» Documentation
& Software Teaching matartals CHF 15.00 per month

up to 2,000 copies

[ Contracts

Swyron Al CHF 0.00 per month

200 questions per month

AM Anna Meier q

Sekundarschule Musterh.

To book. chanae tier or cancel. a short messaae is enouah to subport@swvron.com

Here you can see which scope applies, until when it is paid for, and how many users and units it covers.

Under Invoices you'll find all previous invoices. A click opens the invoice as an A4 sheet.

What happens when you print an invoice

The browser's print window opens with the sheet at original size. Set the scaling to 100% and the margin to
none. The payment part at the bottom must measure exactly 210 x 105 mm, otherwise no bank can read it.
If the text reaches to the bottom, the payment part automatically gets its own second sheet.

2.17 Importing existing lists

Where: Administration - Import data

Every organisation that introduces Inventaris already has a list. Usually in Excel, grown over the years, with its own
column names. Typing it out again is the most common reason why a rollout is postponed to the summer holidays
and then to the next ones.
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inventaris

Importdata

Your existing list as a CSV, with a preview before anything is written

OPERATIONS
) Overview

<5 Lending 10
£ Returns

®© Reservations

PERSONAL

A My loans

9 My reservations

INVENTORY

£ Products

@ Units

8 Consumables

Inventory control

&& Documentation

& Software

[® Contracts

48 Device management S
8 Values

2 Reports

CASES

£ Projects

[\ Damage reports 1
B Requests 2
(B Tickets 5
3 Archive

ADD-ONS
B Library

& Teaching materials

o -~ "

AM Anna Meier

€
Sekundarschule Musterh.

Upload file
CSV, up to 5'000 rows.

Your list

( Datei auswahlen Keine ausgewahlt

From Excel: File - Save as -+ CSV. Whether separated by a semicolon or a comma makes no difference: both

are recognised

Nothing is written yet. In the next step, see row by row what would come of it and what does not fit.

Which columns are recognised

COLUMN

Inventory number Required

Product Required

Brand

Category

Serial number

Set code

Status

Room

Store - Storage place

Acquisition value

Purchase date - Warranty until

Supplier

Cost centre

Note

ALSO RECOGNISED AS

Inventory no., number, label, asset tag

Product name, model, designation, device, item

Manufacturer, brand

Group, type

Serial no., serial, SN

Set

Condition: «Available, «Faulty», «Under repair>

Room, location

Place, shelf, compartment

Price, purchase price, value

Purchase date, warranty

Dealer, purchased from

Account

Remark

Columns not listed here are ignored; your file may therefore contain more than Inventaris needs

Export data

Template

With three filled-in example rows.

If you don't yet have a suitable file: download
the template, enter your devices and upload it
here again. Delete the example rows first.

Download template

What you should know

The inventory number decides

If it's already in the stock, the unitis added to
rather than created a second time. Readingin
the same file twice therefore doesn't create

anything twice

Empty fields change nothing
An empty cell means «not specified», not
«delete this». You can read in a file with two

columns to add only locations.

Date and price

Date as 31.12.2026 or 2026-12-31. The
American format is not guessed: with
03/04/2026 there would be no way to decide
whether March or Aprilis meant. Prices are
welcome with an apostrophe: 1*250. 00

Products and rooms

Whatever doesn't yet exist is created: one
product per product name, one room per room
name. So take care with consistent spelling;
«Aula» and «aulay are the same, «Aulay and
«Aula 1» are not

On the left the upload field, on the right the template. Below it, which column names are recognised. Your list may be called whatever

it's called.

0 Download the template

if you don't have a file yet

It contains three filled-in example rows. That way it answers the questions that would otherwise come up
on the first attempt: how do | write the date, how the price. You delete the examples before uploading
it again.

a Save your file as CSV
In Excel: File - Save As - CSV. Whether separated by semicolon, comma or tab makes no difference. All
three are recognised. An .x1sx is not accepted; the message tells you so and names the step to take.

e Upload and view
Nothing is written yet. You get a preview.

39



° Reading the preview
Three figures at the top: how many units will be newly created, how many existing ones will be
supplemented, how many rows have an error.

e Take over

Only here is anything written.

inventaris Preview

Diff fil
What would come of your file. Nothing has been written yet. ifferent file

OPERATIONS

79 Overview

Create new Add to existing With error
= Lending 10 3 0 3

& Returns

O Reservations These rows are skipped

Everything else is taken over regardless: 3 faulty rows are no reason to leave 3 good ones lying

PERSONAL
2 My loans ROW INVENTORY NUMBER WHY
55 My reservations 5 = Without an inventory number the row cannot be matched

6 DOK-0101 The inventory number appears several times in this file.
INVENTORY
< Products 7 BEA-0099 The acquisition value «abcy is not a number.
@ Units

Thisis how it will look
& Consumables IS NOMIEWS

All 3 rows,
Inventory control

ROW INVENTORY NUMBER PRODUCT SERIAL NUMBER ROOM VALUE
&& Documentation

2 DOK-0101 Dokumentenkamera MX-P3 Lumens LX-30411 Medienraum 1'250.00 new
& Software

3 DOK-0102 Dokumentenkamera MX-P3 Lumens LX-30412 Medienraum 1'250.00 new
@ Contracts

4 FLI-0001 Flipchart mobil Legamaster - Aula 189.50 new
{83 Device management 3
8 Values

On take-over, 3 units are created and O supplemented. Missing products and rooms are created automatically in the process.

9 Reports
AM Anna Meier 1)

Sekundarschule Musterh.

The errors are at the top, with the line number from your file and the reason. That way you can find the spot in Excel again without searching.

What happens when you take over

e Missing products are created automatically, one per product name.
e Missing rooms likewise, one per room name.

e Faulty rows are skipped, not the whole run aborted: 400 good rows are no reason to stall over three
broken ones. How many were skipped is shown in the message.

¢ [tall happensin one go. If something breaks off, nothing is half imported.
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The three rules you should know

RULE WHY
The inventory number is the If it is already in stock, the unit is updated rather than created a second time. So reading
anchor the same file in twice doesn't create anything twice. And that does happen, because

something is always missing the first time.

Empty cells change nothing An empty cell means "no entry", not "delete this". You can import a file with two columns
to add only locations; the prices stay put.

The condition is not overwritten If there is no status in your file, the existing one remains. An import that sets a device
that has just been loaned out to «Available» does damage.

Spellings

e Date: 31.12.2026 or 2026-12-31 . The American notation is deliberately not guessed. With 03/04/2026
there would be no way to decide whether March or April is meant, and a wrong warranty date only comes to
light whenitis too late.

e Price: 1'250.00 , 1250,50 , CHF 980.— .Allthe same.

e Status: «Availabley, «Faulty», «Under repairy or also «freey, «brokeny», «workshopy.

With more than 5000 rows

Then the application does not accept the file, and you send it to us. We look it through, come back with
queries and import it, even with several tens of thousands of rows. This is a service charged by effort; we tell
you the price beforehand. In the Enterprise subscription it is included.
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PART 3

Day-to-day work at the counter

The part you really need every day. If you read only one chapter, read this one. Print it out for the
computer at the issue point.

3.1Lending out a device

Where: Loans = New loan

The form is divided into three numbered blocks, and you work through them from top to bottom. With a scanner, a
loan takes about ten seconds.

inventaris New loan

Record the borrower, scan the items, book.

OPERATIONS
9 Overview o Borrower Open loans
Scan the employee number. Picture, name, function and contact come from the master data. Appear as soon as a borrower is chosen.
o Lending 10
£ Returns

[[ ﬁcan or type in employee number ... }] © Noborrower chasen
(© Reservations

» Choose from the list without a scanner

PERSONAL
| () Assigntoaroom
y loans

By My reservations

INVENTORY o Recorditems

o Scan inventory number, serial number or set code
£ Products

@ Units N
Scan or enter code & + Add
2 Consumables )
Inventory control » Choose from the list without a scanner
&% Documentation
_ Nothing selected yet. Scan the first item
Software
@ Contracts
{8 Device management 3 © 5ok
What is recorded above will be booked with these details.
8 Values
79 Reports
No borrower chosen yet. Scan the employee number above in step 1or select the person from the list — name, class
and contact will then appear here automatically
CASES Borrower * Class / department
< Projects L ‘ L ‘
A Damage reports 1 Email Telephone
@ Requests 2 L W L W
Return reminders go to this address.
&3 Tickets 2 Booking type Room
& Archive Loan material v W Please choose
J
ADDLONS «Fixed to roomy: choose «Assign to a room above in Only for «Fixed to room» — choose «Assign to a rooms in
step1 step 1.
8 Library Return by Handover location
L 22.10.2026 m] J L J
AM AnnaMeier g Not needed for «Fixed to staff» and «Fixed to room»:

Sekundarschule Musterh.
these assignments run without a due date.

Cantact

1Borrower - 2 Items - 3 Book. On the right it shows what the selected person already has out. You see that before you hand out the
next device.
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Scan the employee number
The cursor is already in the right field. Scan the badge or type in the number and press Apply.
What happens: photo, name, function, class or department, email and phone are taken from the master

data. On the right, the list of devices this person already has appears. In block 3 these details are then
locked: they belong on the staff record and not in an individual loan.

Without a scanner: below the field is Choose from the list without a scanner. A click opens the list of staff.
The result is the same as after a scan.

Without any staff record at all: leave the field empty and enter the name by hand further down in block 3.
Then the fields there are open.

Scan the items

Inventory number, serial number or set code: the application recognises on its own what is meant. After
each scan the line appears in the list below.

For a set: One scan of the set code takes up all units of that set at once.

Without a scanner: Below the field is Choose from the list without a scanner. A click opens a selection list
in which the devices are grouped: first those permanently assigned to this person, then their own loans,
then all the rest.

Scanned the wrong thing: On the right of each line is a remove button.

Book

Check the return date, booking type and, if necessary, the room. Then press Book loan.

What happens when you book

e FEach selected unit switchesto' Onloan and is thereby locked for others.

e Theloan appears in the Loans list and on the sheet of each unit.

e |f reminders are switched on, the first email goes out as many days before the due date as you have set.

e You land back on an empty form, ready for the next person.

When a device is already out

Then the application does not accept it and tells you who has it. This also applies when two counters book at

the same time: the unit is briefly locked during booking, and only one of the two bookings goes through.

The booking types

TYPE MEANS

Loan material The normal case: goes out, comes back on a date.

Fixed to employee Permanently assigned: the company phone, the notebook. No return date, no reminder.
Fixed to room Permanently in a room: the fixed-mounted beamer. Here the Room field is mandatory.
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3.2 Taking a device back

Where: Return

inventaris

OPERATIONS
) Overview

<5 Lending

[@ Returns

(© Reservations
PERSONAL

A My loans

B My reservations
INVENTORY

£ Products

Units

n o

Consumables

Q]

Inventory control

Documentation

%o

& Software
[® Contracts

{8} Device management

AM Anna Meier

Sekundarschule Musterh.

€]

Return

Scan items one after another and book them back in together.

Scan

Inventory number, serial number or set code.

[[ Bcan code .

Or: scan an employee

..................................... =

Scan or type in employee number ...

All devices this person has out are listed for return

» Choose from the list without a scanner

Nothing scanned yet

‘ ©

Q Check

© 2020-2026 Swyron GmbH

Book back
items ready
Condition
‘ Available v W

Applies to all scanned items.

Accessories complete

Scan the items one after another and book them back together. You don't have to look up either the person or the loan.

a Scan the item

Inventory number or serial number. The cursor is already in the field.

a Check the condition

If the product has accessories on file, a checklist appears: remote control, cable, bag.

e Press Take back

What happens on return

No further reminders are sent.
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The loan is closed and written into the history with a return date.

The unit switches to  Available and can be borrowed again immediately.

If the loan was overdue, it disappears from the red list on the overview.



One list, one type

A return only holds devices of the same booking type: loan material, Fixed to employee or Fixed to room.
The type of the first device applies to the whole list and is shown on the booking card. If you then scan a
device of another type, the list rejects it and tells you why: book this list back first, then the other device
separately. If you scan a card under Or: scan an employee, the list only fetches devices of that type and
names what stays out; with an empty list, loan material comes first. That way a fixed assignment never slips
unnoticed into the pile of a class return.

Something came back broken

Take the device back in the normal way and then report a damage (4.1). That keeps the history clean: the loan is
closed, the damage is its own case with its own story.

3.3 Fixed assignments

A work phone, a personal notebook, the permanently mounted projector in room B12: devices no one brings back,
because they stay permanently where you are.

You book it like an ordinary loan. For a person, choose the booking type Fixed to employee in step 3. For aroom,
tick Assign to a room in step 1; the booking type then becomes Fixed to room, and you choose the room in step
3. Then:

e There's no due date: the loan never becomes overdue.
e No reminder goes out.

¢ Inthe overview these devices count in their own tile ('Fixed to employee’, 'Fixed to room") and not among the
ordinary loans.

Returning is still possible at any time via the ordinary return, for example when someone leaves the organisation.
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3.4 Reservations

Where: Reservations

inventaris

OPERATIONS

2
(5]

=]

(o

Overview

Lending

Returns

Reservations

PERSONAL

A
B

My loans

My reservations

INVENTORY

<

B 0 ©

%o

@]
®

{8% Device management

AM

What is reserved, and for whom. What has to be ready today also appears on the overview.

Products

Units

Consumables

Inventory control

Documentation

Software

Contracts

Anna Meier

Sekundarschule Musterh.

Reservations

What should be ready when and for whom.

L Inventory number, prc ‘ L Condition: all v } Search ...

DEVICE PERIOD FOR

DRU-0001
3D-Drucker Prusa MK4

Nadia Berger
Gestalten

23.09.2026 bis 25.09.2026

€]

© 2020-2026 Swyron GmbH

Reserve device

PURPOSE CONDITION

Projektwoche Technik not collected

A reservation is a claim on a device for a day or a few days. Not yet a loan. It prevents anyone else from reserving
the same device for the same period.
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inventaris Reserve device

Reserve a device for a day or a few days. It stays available until then; reserved means it will be put ready for you

OPERATIONS

) Overview Device *
P N

5 Lending 10 Scan or enter inventory number o
N J

& Returns Scan the inventory number or choose from the list below. Your own devices are at the top there.

‘ » Choose from the list without a scanner
® Reservations

First day * Lastday*
PERSONAL ( N h
L tt.mm.jjj m] ‘ L tt.mm.jj m} J

R My loans
At most 7 days at a stretch. For a single day, enter the same day again
9 My reservations

For
INVENTORY e N
t Anna Meier (me) ¥ J
< Products

Who collects the device. Without a specification, it defaults to yourself.

@ Units
What for
e Counabes ( Class 3a field trip, parents’ evening, project week .. ]
Inventory control E)phona\ Helps the person preparing the device: «Excursion 3a» says more than an empty line. ’
&o Documentation
& Software Cancel
[® Contracts
{8% Device management =
8 Values What a reservation does
e The device appears in the daily overview on the reserved day so that someone can put it ready. It is not blocked: until collection it can be lent

. out at short notice, as long as it comes back in time. So anyone who doesn't collect it blocks no one; the reservation simply expires.
AM Anna Meier

Sekundarschule Musterh.

For a single day the first date is enough. The second sets itself.

4
The three states of a reservation
Reserved Applies. The device is locked for this period.
Redeemed The device was collected; that has turned into a loan.
Expired The period is over and no one has collected it.
3

Withdrawn reservations disappear

If someone withdraws a reservation, it is deleted and doesn't appear as «withdrawny in the list. That is
intentional: the overview should show what still needs doing, not what was once planned.

3.5 The daily overview

The overview is built so that in the morning you can read from top to bottom and afterwards know what's
coming up.
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inventaris Have a good afternoon, Anna

10 loans are overdue. Book return
[") Overview [ ¢/} Ask Swyron Al: Which loans are ov|

OPERATIONS

> Lending 10
& Returns

® Reservations

PERSONAL

A Myloans

£ My reservations

INVENTORY

£ Products

Units

Consumables

0

®

Inventory control

Documentation

Jo

Software

Contracts

& @ @

Device management 3
8 Values

2 Reports

CASES

< Projects

Anna Meier
°E
AM  cekundarschule Musterh ]

Total units Available Onloan
S 5]
Fixed to employee Fixed to room Fault / repair
F= POy 0} ® / repi
Overdue loans Viewall Due soon
Return date passed and not yet booked back in
BORROWER ITEMS DUE ON ARREARS No returns in the next seven days.
Sofia Ross! NB-0001 03.09.2026 35 days Send notice
Sprachen
Stock below minimum
o
Marc Keller BEA-0001, DOK-0001 07.09.2026 31 days Send notice e
Naturwissenschaften
ivi Whiteboard-Marker schwarz 14/ 40 Stk
Livia Hofer NB-0002 11.09.2026 27 days Send notice
Mathematik
HDMI-Adapter USB-C 4/12 Stk
‘G’:"jscx‘['yss TAB-0001, TAB-0002, TAB-0003 ~ 13.09.2026 25days Send notice
schichte
Ny e CAM-0001, CAM-0002 15.09.2026 23 days Send notice Detices onthe network Open
stalter
gn.gzaa “ind MIKO00L 18.09.2026 20 days Send notice Switch Trakt B
e Unreachable since 10.09.2026
5"9":’ Fche MIK-0002, MIK-0003 19.09.2026 19 days Send notice
usi
RetoAmrsin MES-0001 22.09.2026 16days Send notice

Top left the figures on stock, below that the urgent cases, on the right what's coming this week.

BLOCK

The buttons at the top

The question field

Left, devices still out

The six tiles

Overdue loans

Reserved today

Due soon
Stock below minimum
Most recently added units

Devices on the network

TELLS YOU

New loan and Book return for everyone who books at the counter; far right, your card
(6.10). On the phone, the fold-out card sits at the very top.

Only with the Swyron Al add-on: a question about your stock, straight from here
(5.11).

People who have left the organisation and still have something. Sits at the very top as
long as there are any.

How many units there are, how many are free, how many are out, how many are
permanently assigned and how many are faulty or under repair.

Due date exceeded, not yet back, with the number of days overdue. The most
important block on the page.

What someone wants to collect today. It's best to lay out these devices first thing in
the morning.

What should come back over the next few days.
Consumables that are running low.
What has just been newly added to the inventory.

Only with UniFi: network devices that no longer respond. Missing as long as
everything is running.
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The overview and the counters in the menu update by themselves as long as the tab is open: if a new request, a
reservation or a booking comes in, or a ticket changes, it appears here without you reloading the page.

Sending a notice manually

Every overdue loan has Send notice: on the loan itself and in the “Overdue loans” list on the overview and under
Loans. In the window you set a final deadline (one week by default, tomorrow at the earliest) and send the notice.
It goes by email in the borrower’s language, and also in Teams for Microsoft accounts. The loan stays overdue until
itis returned or extended.

A

Send overdue notice

Sofia Rossi will receive an overdue notice by email. The return
was due on 03.09.2026.
Final deadline *

[[ 15.10.2026 ] J]

The deadline appears in the notice. The loan stays overdue until

Seoesl

itis returned or extended

The “Send overdue notice” window with the final deadline.

What is recorded

On the loan, Reminders and notices lists everything that was sent, automatically and manually. A manual
notice carries “Triggered manually by .." and the final deadline. At most one manual notice per loan per day.

3.6 What the coloured markers mean

The colours are the same throughout the application. Once you know them, you read every list in passing.
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SYMBOL

Green

Blue

Orange

Red

Grey

MEANS

All fine: available, returned, done, approved.

Ongoing: on loan, reserved, in progress.

Attention: due date approaching, stock below minimum, in repair,
device not reported for a long time.

Overdue, faulty, rejected, lost.

Over or without assessment: expired, retired, open.
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WHAT TO DO

Nothing.

Nothing. Keep an
eyeonit.

View soon.

View today.

Nothing.



PART 4

When something comes up

Three kinds of case, all built to the same pattern: what it's about, which device, what's wrong, how
urgent, what happens next.

4.1Reporting damage

Where: Damage reports - Report damage

. o
inventaris Report damage
Describe as precisely as possible what is wrong
OPERATIONS
2 Overview Affected device *
. N
= My loans Scan or enter inventory number o
L )

Borrow device Scan the inventory number or choose from the list below. Your own devices are at the top there.

@

» Choose from the list without a scanner
59 My reservations
=]

What happened?*
Withdraw material -

Screen shows a vertical stripe. The device starts normally.
CASES

[& Damage reports

@ Requests 4
The more precise, the faster the handling

{3 Tickets
Priority

& Archive I N
‘ Medium hd ‘

ADD-ONS Photos and documents

8 Library Dateienauswahlen  Keine ausgewahlt ‘

& Teaching materials Optional. A photo often says more than the description. At most 12 files

& Swyron Al
Whether the device is blocked is decided by the administration when handling your report. Don't use it further until then if it could be dangerous.
Report damage Cancel
SR Sofia Rossi g

Sekundarschule Musterh. © 2020-2026 Swyron GmbH

The form as seen by a borrower. The photo can be attached right here, not only after saving.

Q Subject

A sentence that is recognisable in a list: '‘Beamer B12 shows blue stripes', not 'Problem’.

e Choose the device

Scan or choose from the list. The list is sorted so that your own devices are at the top.

e Description

What exactly is happening, since when, and what you have already tried.
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° Attach a photo

recommended

A picture saves half the follow-up questions. Photos from the phone are reduced in size on upload. You
don't have to prepare anything.

e Submit

What happens after you submit
e The report appears with the status Open in the list.

¢ |n the administration menu a number appears next to Damage reports.

e The device remains available for loan at first. Whether it is blocked is decided by the administration: a
scratch should not put a beamer out of service.

4.2 Handling a damage report

Where: Damage reports - open a report

inventaris
OPERATIONS
2 Overview Report Details
Sofia Rossi - 06.09.2026 10:20
~
e/ gLencing a0 Device NB-0009
6 Returns Bildschirm zeigt einen vertikalen Streifen auf der linken Seite. Gerat startet und lauft sonst normal. Reported by Sofia Rossi
@® Reservations
Reported on 06.09.202610:20
FEREDRAD Photos and receipts Responsible _
A My loans Photos and documents for this entry.
Condition of the device Defective
B9 My reservations
No attachments yet
INVENTORY Release device again
<
S AERdc Attach files
Unit: . - " .
Onit= Dateienauswahlen  Keine ausgewahlt ‘ Edit
& Consumables J
Several at once is possible. Photos are reduced in size on upload: a shot from a phone typically becomes under 200 KB,
while staying fully recognisable. Location details from the shot's data are removed in the process Status
Inventory control - .
‘ Open v
&% Documentation L J
Upload
& Software heigrity.
High v |
[® Contracts ‘ g )
History (0)
48 Device management &) Responsible
‘ Name ‘
8 Values No entries yet N
9 Reports

Add note * Save
CASES ) ‘

Repair order opened

£ Projects

Al Anna Meier 3 L 4
Sekundarschule Musterh.

On the left the report with attachments and history, on the right the buttons with which you change the status.
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CONDITION MEANS

Open Received, no one has looked at it yet.

In progress Someone is taking care of it. For the person who reported it, the sign that they no longer
need to follow up.

In repair The device is off site or in the workshop.

Done Resolved. After seven days the report moves to the archive.

Locking a device: the one decision that counts

On the right is the Lock device button. It sets the unitto Defective , so it can no longer be borrowed, not

even by accident. Administration decides this, not the person who reported it: otherwise a projector would
sit idle because of a scratch.

The same button lifts the block again; the device is then immediately ~ Available = once more.

4.3 Tickets

Where: Tickets

For anything that is neither a damage report nor a request: «network outlet in B14 dead», «order projector lamp>,
«mount wall brackety. The structure is the same as for a damage report, plus a priority (low, normal, high, urgent)
and a category.

. .
inventaris Tickets
Internal requests to IT and to Operations.

OPERATIONS
2 Overview All(5) Assigned to me (1) Created by me (1)
© Lending 10 ’ N [ .

Subject, text, creator Status: all v Search ...
& Returns ‘ - g
® Reservations SUBJECT CREATOR HANDLER PRIORITY STATUS

. Probe

Probe Wied: i 1 comm Anna M Med O
PERSONAL robe Wiedereroeffnung 1 comment D nna Meier edium pen
A My loans J—

Beamer in Zimmer 102 bleibt dunkel i - High Open
5 My reservations
NVENTORY WLAN in der Mediathek bricht ab el . Medium Open
SalPiedets Marc Keller

Beamer in Zimmer 102 schaltet sich ab - High In progress
© 05.09.2026

Units
2 Consumables Drucker im Sekretariat druckt Streifen ClalidiaSutter - Medium Waiting
03.09.2026

Inventory control
o&» Documentation
5 Software

@ Contracts

AM Anna Meier g

Sekundarschule Musterh. © 2020-2026 Swyron GmbH

The list can be filtered by condition and priority.
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Every ticket has a number

When it is submitted, a ticket gets a number like TIC-2026-0042 . It appears on the ticket and in the subject line
of every message about it — so you can sort by it in your inbox, and on the phone you give a number instead of a
heading. The counter runs per organisation and per year.

Reply or internal note

You can write under every ticket. Anyone allowed to work on it has a tick Internal note: with it the text goes only to
those working on it. The person who reported it does not see it — neither on the page nor by email.

That is the difference a ticketing system makes. «The lamp has already been faulty twice, this time replace it
instead of repairing it» belongs in the ticket — but not in the reply to the teacher who reported the projector.

Whoever answers takes over

If a ticket belongs to no one yet and someone with edit rights writes into it, it is thereby assigned to them. This way
no case that is already being worked on is left lying around. A ticket that already belongs to someone does not
switch: a query doesn't take a colleague's work away from her.

A reply to a resolved ticket reopens it. This only applies to public replies — an internal note is work on the case and
not a response. How often a ticket was reopened is counted along: three times reopened is a different problem
than three tickets.

The device isright next to it

If a ticket is attached to a device, its details appear to the right: inventory number, model, serial number, condition,
location, acquisition, warranty and dealer. Below that, three figures that often decide the answer — who currently
has the device on loan, how many damage reports are open and how many other tickets there are for this device.
Repairing a device four times when it is worth almost nothing any more isn't worth it.

Replying with Swyron Al

If the Swyron Al add-on is booked and the switch Swyron Al suggests ticket replies is on (off by default), Revise
with Swyron Al and Suggest a reply with Swyron Al appear below the comment field. The text goes into the field,
not into the ticket: you check it and send it yourself. More in 5.11.
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inventaris Beamer in Zimmer 102 schaltet sich ab

Marc Keller - 05.09.2026 11:30 High In progress

OPERATIONS
D Overview Concern Details
~
© Lending i ) - Creator Marc Keller
Nach etwa zehn Minuten wird das Bild schwarz, das Gerét lauft weiter.
£ Returns
Created 05.09.2026 11:30
(® Reservations
Handler =
Attachments
RERSORAL Photos and documents for this entry. Category Hardware
A My loans
Device BEA-0001
5 My reservations No attachments yet. Beamer EB-685W
INVENTORY Room -
Attach files
< Products
Dateien auswahlen Keine ausgewahlt Devi
@ Units evice Open unit
\ J
Several at once is possible. Photos are reduced in size on upload: a shot from a phone typically becomes under 200 KB,
S Consumables while staying fully recognisable. Location details from the shot's data are removed in the process. Inventory number BEA-0001
Inventory control
Product Epson Beamer EB-685W
° Upload
s» Documentation
Serial number BEA-004117
Software
Condition Onloan
@ Contracts Comments (0)
Location Aula
{8% Device management 3
8 val No comments yet Acquisition 29.01.2026
alues
Warranty until 26.07.2026 Expired
D Reports Comment*
o ( Reply or interim update ) Purchased from Digitec Galaxus AG
ly or interi .
< Projects
Borrowed by Marc Keller
2
/N Damage reports ) h g Q2029
B Requests 5 [ Internal note Damage reports lopen
For handiing only. The person who reported it can't see it
[G} Tickets 5 . ) More tickets 0
Add comment @ Revise with Swyron Al @& Suggest a reply with Swyron Al
£ Archive
ADD-ONS Edit
B Library
Status
E
Anna Meier |
& n progress v
AM s ekundarschule Musterh ] s )

A ticket with the device next to it. Below the comment field, the two Swyron Al buttons.

Who gets a message

Inventaris sends emails for every ticket — to the person who reported it and to those working on it, depending on

what happens:

WHAT HAPPENS WHO FINDS OUT ABOUT IT

Ticket submitted The reporting person as an acknowledgement of receipt. Plus everyone authorised,
as long as the ticket belongs to no one.

Assigned Only the assigned person. This message can't be switched off: an assignmentis a
job.

Public reply The reporting person and the assigned one, unless they wrote it themselves.

Internal note Only the assigned person. Never the reporting person.

Done The reporting person, with a note that a reply reopens the ticket.

Reopened The assigned person, or everyone authorised if the ticket belongs to no one.
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This is set up by management, not by each person individually: under Settings - Users, each person shows which
of these messages they receive. Anyone who works on tickets should not be able to quietly switch off being
reached by new reports — then they sit there and no one knows about them. Messages about your own ticket
always come through.

With Microsoft 365 and the Teams app, the same messages also arrive under “Activity” in Teams, as long as the
switch Post tickets and damage reports in Teams is on (on by default). A ticket appears there only once: the new
notification replaces the previous one.

4.4 Requests and approval
Where: Requests - Submit request

A request is a wish to acquire something, with a justification: "We need a second document-camera trolley." It runs
through a chain from submission to invoice check.

. .
inventaris Make a request
What is needed, and what for?
OPERATIONS
) Overview Title *
= Myloans ‘ New projectors for the assembly hall ‘

& Borrow device Requested item *

B3 My reservations L Epson EB-685W short-throw projector

& Withdraw material Model, variant, provider — as far as known.

Affected device

CASES -
Scan or enter inventory number ©
[\ Damage reports L )
[ @ Requests Optional, for example when replacing a faulty device. Your own devices are at the top of the list.
3 Ticket: » Choose from the list without a scanner
ickets
Reason*
£ Archive
The existing projector in the assembly hall keeps failing
ADD-ONS
B Library

& Teaching materials Why iis this needed, what is missing without it?

& Swyron Al Quantity * Estimated cost (CHF)
,
1 W | 980.00 W
Priority Wanted by
[ medium | | wmmay o
N J A ’

Quotes and documents

Dateien auswéhlen Keine ausgewahlt l

Optional. A quote speeds up the decision. At most 12 files.

Approval by Second approval

Select nobody 22 W ( Select nobody b2 1

This person decides first

Voluntary. Only asked once the first tier has approved

SR Sofia Rossi g

Sekundarschule Musterh
Submitrequest e

Quantity, estimated price and preferred date help the person who decides. The approver is optional.
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The path of arequest

CONDITION WHAT CURRENTLY APPLIES
Submitted Awaiting a decision.
Approved May be procured.
Rejected With a reason. The chain ends here.
Ordered Is with the supplier.
Delivered It's here. Now record it as a unit.
Completed Invoice checked, case closed.

The approval chain

When recording, you can name one or two people who should decide. They are asked in turn: the second
stage only sees the request once the first has agreed.

If a chain is running, the named person decides, no longer the role. A rejection ends the chain; the
remaining steps are marked as dropped and not deleted, so that the history is still correct later. Without a
named approver, everything runs through the roles as usual.

4.5 Projects

Where: in the menu under 'Cases', item 'Projects’. Only in the Pro subscription and only for owner, administrator

and manager.

A project bundles what is already there: devices, tickets, requests and damage. A device rollout, the summer

maintenance, the move of a specialist room — undertakings that run over weeks and connect several cases.

Every project has six tabs: the overview with progress and budget, the plan with phases and tasks, the schedule as
a bar chart, the budget with cost items, the links to devices and cases, and the communication with those involved
and the history.

4

Critical tasks lock the next phase

A task in the plan can be marked as critical. As long as a critical task in an earlier phase is still open, the next
phase stays locked — its tasks cannot be worked on. That way a rollout does not carry on before the decisive
steps are really done. Once the critical task is ticked off, it releases the next phase.

Who sees a project

Owner, administrator and manager may create and edit. Anyone assigned to a project as a participant —
including a borrower — sees it in the menu and can openit, but read-only.
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PART 5

Control and reporting

What you need once a year. And what you need when someone wants a figure from you.

5.1 Inventory check

Where: Inventory control

inventaris Inventory check

Guided counting and audit runs over part of the inventory.

OPERATIONS

%) Overview Previous runs New check

What should be checked?
© Lending 10
& Returns ) Area

No check carried out yet p S

© Reservations Start a new run on the right, for example over a single room Entire inventory Ad
PERSONAL Value
A Myloans (only needed for storage, room or persor v ‘
£ My reservations Leave empty for Entire inventory' and 'Available

onsite
INVENTORY
< Products Start check

Units

Consumables

Documentation

@
=]
[ Inventory control
e
Software
®

Contracts

Anna Meier
AM Sekundarschule Musterh 9
ekundarschule Muster! © 2020-2026 Swyron GmbH

A check is a pass with a date. You can have several open at once, one per room or per location.

° Create a control

A name and optionally the restriction to a room or a category.

a Walk through the premises with the phone

Scan every device. It is immediately ticked off as seen.

e Review the miss list
At the end is what wasn't scanned. Not all of it is lost. Much is simply out on loan right now; that's
shown alongside.

° Finish

The check is recorded with a date and can be called up again later.
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5.2 Values and current value

Where: Values

. .
inventaris Values
What s on the premises, and what it is worth, by category, room or cost centre. The basis for the insurance sum Print
OPERATIONS
) Overview Group by Category Room Store Cost centre
p \ 5 17 . g -
© Lending 10 Category v ‘ ‘ all v ‘ ‘ all v ‘ ‘ all v ‘ ‘ all v
A I Y )\ )\ )
& Returns
®) Re=rvations Useful life whennoneis given | Syears v ‘ Applies only where no service life is maintained on the product or the unit
PERSONAL

A Myloans Count decommissioned and lost ones too Apply

59 My reservations

INVENTORY ) Units Acquisition value
4
o 63 52'523.00
CHF, as paid

Q@ Units
& Consumables

© Current value = Consumables
Inventory control 40'280.62 0.00
& Documentation CHF - as at October 2026 CHF - 382 pieces

Software

B® Contracts By Category
The current value is depreciated on a straight-line, monthly basis, as at October 2026. The service life comes from the acquisition data. One is maintained for 63 of 63 units; 5
{\3,} Device management 3 years apply to the rest. A manually maintained current value always takes precedence.
[@ Vahues CATEGORY UNITS ACQUISITION CURRENT VALUE SHARE DATA SITUATION
& Notebook 22 26'206.00 19'244.31 ey estimated
AM Anna Meier g
Sekundarschule Musterh Prasentation 10 8'040.00 6'889.88 — estimated

Acquisition value and current value, broken down by category. The figure the insurer wants.

4
How the current value is calculated
Linear and monthly from the acquisition month, over the useful life set on the product or the unit. A
notebook for 1200 francs with a four-year useful life thus loses 25 francs per month.
The current value is never stored, but recalculated on every call. A stored value would be wrong on the next
first of the month. If you've entered a current value by hand on a unit, that one always takes precedence.

.
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5.3 Reports

Where: Reports

. .
Inventaris Reports
Two questions nobody else adds up the answer to.

OPERATIONS
2 Overview Warranty Service intensity Tickets
o Lending 10

Expired In 30 days In 90 days
£ Returns A ® Y ® ay:

18 0 7

O Reservations No warranty. The organisation pays for every

Expires in the coming month Time enough to decide.

repair
PERSONAL
A My loans

CHF 5'777.00 acquisition value will ose their warranty in the next 90 days.
B My reservations

INVENTORY Devi —
evices
next 90 days M
< Products Expired and next 90 days, the earliest first L i J
@ Units Show
& Consumables DEVICE LOCATION WARRANTY UNTIL REMAINDER ACQUISITION CONDITION
LOCEATEENES ?E’:"Oggl,w —_ Aula 26.07.2026 for 74 days CHF 980.00 Onloan
eamer EB-685W - Epsor
&& Documentation
. ;::;;?g:kwm N Mediathek 26.07.2026 for 74 days CHF 799.00 Onloan
w refiexkamera EOS R50 - Ca
@ Contracts E’?K’oo(mk s Materialraum 26.07.2026 for 74 days CHF 540.00 Onloan
okumentenkamera MX-P3 - Elmo
{8% Device management 2
g vl F’I?ﬁ_m:mp T Werkraum 26.07.2026 for 74 days CHF 1'090.00 Available
o 3D-Drucker Prusa MK4 - Prusa
[") Reports s A Werkraum 26.07.2026 for 74 days CHF1'180.00  ( Onioan
i MIK-0001
i Aula 26.07.2026 for 74 days CHF 690.00 Onloan
< Projects Funkmikrofon-Set - Sennheiser
rm— pec000t Materialraum 26.07.2026 for 74 days CHF 1'249.00 Onloan
Al nha Meler g MacBook Air 13" M3 - Apple
Sekundarschule Musterh.
TAB-0001 A N - et e

Questions about the stock, not work on the stock. Whoever looks here is planning.

REPORT ANSWERED

Warranty expiry Which devices' warranty ends soon. The period is adjustable (30, 60, 90, 180 days).

Service intensity Which device was under repair most often. The fifth time is usually more expensive

than a new device.

Utilisation What is constantly out and what has been sitting in the cupboard for a year.

By category Stock and value per category, for the asset accounting.

What happens when you print a report

The Print button opens the browser's print dialogue. Only the heading and table appear on paper. The
menu, filters and buttons drop away. Choose Save as PDF instead of a printer, and you have the record as
afile.
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5.4 Archive

Where: Archive
. .
Inventaris Archive
Completed cases move here 7 days after completion. Nothing is deleted: comments, attachments and history are kept in full
OPERATIONS ) o o o .
o Overview ‘ Title, description or pe ‘ ‘ Alltypes v | tt.mm.jjjj [m] ‘ tt.mm.jjjj [m] ‘ Search ...
© Lending 10
Archived cases
£3 Returns 15 entries

® Reservations

CASE TYPE PERSON STATUS COMPLETED ARCHIVED ACTIONS
PERSONAL DRU-0001 Nadia
L ® Reservation ' e 28092026  05.10.2026 Open
3D-Drucker Prusa MK4 Berger
A My loans
MIK-0001 Elena
. o i t collected i .09.
£ My reservations Funkmikrofon-Set Reservation Fischer not collecte: 19.09.2026 26.09.2026 Open
INVENTORY »
TABZ0007 © Reservation Livia Hofer not collected 14.09.2026 21.09.2026 Open

iPad 10. Generation
< Products

DOK-0003

OR Marc Kell t collected 11.09.202! 2021 o]
© units Dokumentenkamera MX-P3 eservation L i 092026 13092020 pen
& Consumables
i OReservation  SofiaRossi notcolected 10092026  17.09.2026 Open
a -6
Inventory control
TP-0003 Patrick
&» Documentation < Loan Available 08.09.2026 15.09.2026 Open
ThinkPad L14 Gen 5 Lang
fo)] Software TAB-0006 Michael
i S Loan e Available 06092026  13.09.2026 Open
@ Contracts iPad 10. Generation Zind
. Zugang fiir neue Lehrperson einrichten Claudia
AM AnnaMeier q Frau Fischer beginnt am Montag. Konto und Tablet @ Ticket Resolved 31.08.2026 11.09.2026 Open Retrieve
Sekundarschule Musterh - Sutter

Zuweisung vorbereiten.

Everything that is done in one place, separated by type.

What is completed moves here by itself after seven days: returned loans, resolved damage reports, closed tickets,
completed requests and expired reservations. The seven days are the buffer during which something is reopened
after all.

Nothing is deleted. Via Restore a case comes back into the active list, should it turn out that it wasn't finished
after all.

4
Delete permanently — owner only
For test entries and mistakes there is an exception. The owner can permanently delete a ticket, a damage
report, a request or a project at the very bottom of the entry. That removes it along with its attachments
irreversibly — and, unlike archiving, also from the log and the reports. Because it cannot be undone, it
requires a double confirmation, and only the owner sees this option.

.

5.51T documentation

Where: Documentation

A dedicated area for the question of what depends on what:

Outlet in the room — patch panel port — switch port
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inventaris Documentation

Racks, patch panels, connections and networks: where everything sits, and what connects to what.
OPERATIONS
- 8 Racks Outlets Connections @& Devices (UniFi) Networks and IP ) Pages D Locations 3 Templates
<) Overview
= Lending 10
Racks Devices . Ports Connections
£ Returns 2 9 %) @)

(©® Reservations

PERSONAL

A My loans Serverschrank EG 24HE
Hauptgebaude - Informatikraum

B My reservations Technikraum neben dem Informatikzimmer

INVENTORY
25 % used - 5 devices

< Products Free:1,4-15,17,19, 21, 23-24

& Units

Consumables + Create rack

L]

() Inventory control

Documentation

—
kY

Software

Contracts

@ 6

&

Device management 3

()

Values

AM Anna Meier 5)

Sekundarschule Musterh 2020-2026 Swyron GmbH

Cabinets, devices, ports, outlets, connections and networks, with drawn front panels that look like the real device.

¢ Locations and cabinets: with rack units and counting direction.

e Devices in the cabinet. When they are installed, the ports are created automatically from the form factor.
Existing ports are never overwritten: connections hang on them.

e OQutlets: per room, with labelling.
e Connections. A cable has two ends, and each end can only be assigned once.
¢ Networks: VLANs with address range and purpose.

e Documents: instructions, procedures and training slides as files that Swyron Al may read during the
conversation (just below).

Documents

Where: Documentation - Documents

This is the place for what doesn't fit into fields and already exists as a file: operating instructions, emergency
procedures, concepts, training slides. With the Swyron Al add-on (5.11) they are more than an archive: Swyron Al
searches them during the conversation and uses them to help solve problems. Anyone who may manage the
inventory can upload, change and delete; anyone who sees the documentation sees the list. Like all of the IT
documentation, this needs Pro.
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inventaris Documents

Instructions, concepts and procedures as Word, PowerPoint, Excel or PDF. Swyron Al reads released documents during a conversation and uses them to help solve problems.

OPERATIONS
@ Overview S Racks & Outlets & Connections b Devices (UniFi) 9 Networks and IP B Pages B Documents @ Locations ) Templates
© Lending 10
TITLE CATEGORY SWYRON Al FOR WHOM
Upload document
£ Returns
Beamer Aula Anleitun: Everyone, including borrowers and
9 Beamer Dotk 4 9 Edit
® R DOCX 587 B+ 08.10.2026 students (via Swyron Al)
eservations Title*
PERSONAL ‘
R My loans Gatigery
B My reservations ‘ e.g. emergency, projector, Wi-Fi ‘
INVENTORY Short description
< Products
@ Units
4
& Consumables :
File
Inventory control
[;n Documentation Datei auswahlen Keine ausgewahlt ‘
5 Software Word (.docx), PowerPoint (.pptx), Excel (xisx), PDF or
text, at most 25 MB. Please save older formats (.doc,
@ Contracts ppt) as .docx or .pptx first.
For whom
{8 Device management 3 ) .
Staff v
B Values { )

Borrowers and students do not see the list; with
) Reports «Everyone», Swyron Al can still help them using
the document.
CASES N
9 Swyron Al may read this document
< Projects Recognised names, e-mail addresses and phone numbers
are replaced before a

wyron Al. Better not

to release documents containing confidential personal data

[\ Damage reports 1
e 2 Upload
AM Anna Meier g

Sekundarschule Musterh.

On the left the list with the status of each document, on the right the upload form with For whom and the tick box for Swyron Al.

e Upload: title, optionally category and short description, plus the file: Word (.docx), PowerPoint (.pptx), Excel
(.xlsx), PDF or text, at most 25 MB. Save older formats (.doc, .ppt) as .docx or .pptx first. Inventaris reads the
text from the file; the file itself can be downloaded via its title.

e For whom: Staff (default) or Everyone. Borrowers and students never see the list; with Everyone, Swyron Al
can still help them from the document, for example with the instructions for the projector in the hall.

e Swyron Al may read this document: on by default. Without the tick, the document remains an ordinary file and
the list shows Not released.

The Swyron Al column shows whether the text could be read:

¢ Reads along: the text has been read, Swyron Al finds things in it.

e No text found: the file contains no readable text, usually a scanned PDF. Swyron Al finds nothing in it; a version
with text (for example saved as PDF from Word) helps.

e Beingread ... the text will be read in the background within the next few minutes.

e Not readable: the file could not be opened. Save it again (for example as .docx or PDF) and upload it once
more. When editing, Read text again reads a file once more.
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What Swyron Al gets from documents

Swyron Al searches released documents, reads the matching passages and names the title of the
document it relied on in its answer. Before any text goes out, Inventaris replaces recognised names, email
addresses and phone numbers with placeholders. A name in an unusual form can slip through, though: so
better not release documents with confidential personal data, such as class lists with contact details.

5.6 Software and licences

Where: Inventory - Software

Not a loan, but the overview of what is in use and licensed: Microsoft 365, the school administration software, the
learning program. With licence type, seats, term, costs and the documents that go with it. Anyone who sees the
inventory can view it; only managers, administrators and owners can change it, assign seats and see the licence
key. Software is part of the IT documentation and requires Pro.

. .
inventaris Software and licences

Whatis in use and licensed: licence type, seats, term, costs and the documents that go with it ARG
OPERATIONS
2 Overview @ Inuse ® Expiring soon
o Lending 10 1 1 3

in the next 60 days

£ Returns

© Reservations

A Expired 8 Costs per year

gt 0 CHF 6'288.00
A My loans CHF, excluding one-off purchases
5 My reservations

Name, vendor or cate | | Inuse:all v | Search..
INVENTORY L )\
<
= Products NAME LICENCE TYPE PLATFORMS SEATS EXPIRY COSTS PER YEAR STATUS

Units Adobe Express fiir Bildung

@
Free Web, iOS/iPadOS, Android 0] - - Active
Adobe - Gestaltung
& Consumables
Apple Classroom (Klassenzimmer) .
Inventory control hole- Untencht Free macOS, i0S/iPad0S o - - Active
o
s» Documentation
Apple School Manager Troa Web 0 _ _ o
Apple - Verwaltung
(2 sorvre
Apple Schoolwork (Schularbeit)
Contracts Apple - Unterricht Free i0S/iPadOS 0 - - Active
op Device management 3 i i
@ 9 GarageBand und IMovle Free macOs, i0S/iPad0S o - - Active
Apple - Medien
8 Values
Jamf School b 10 of b
£ ”
) Reports ot Gerbteverwaitong Subscription Web, macOS, i0S/iPadOS 150 16.11.2026 CHF 1'350.00 Xpiring soon
rasFs LehrerOffice Subscription Web, Windows, macOS 6 012112026 CHF 690.00 Expiring soon
Dyntell - Schulverwaltung Cancel by
AM Anna Meier g
SelungarEeue Hustem Microsoft 365 A3 Web, Windows, macOS 01112026
icrosof 3 . 3 ’
Microsoft - Office Stbecpton /0S/iPados, Android 20040 ey EHRZ01600 g Eoon

At the top, what is in use, what is expiring soon or has expired and what it costs per year; below, the list with seats and expiry.

e Add software. Name, vendor, category, version and platforms, the licence type, the number of seats (empty
means no limit), term and costs.

e Licence keys are stored encrypted and shown only to the administration, with Show. Inventaris does not store
passwords: Password is kept in only says where it is, for example in the IT department’s password manager.

e Assign a seat to a person or a device (inventory or serial number, typed or scanned). Assigning more seats than
purchased is possible, but the software then shows More assigned than licensed.
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e Expiry and reminder. If a subscription renews automatically and has a notice period, Inventaris reminds you of
the last day to cancel, otherwise of the expiry — by e-mail to the person responsible, or if nobody is chosen, to
owners and administrators. The nightly run moves expired auto-renewing subscriptions on by a month or a year.

e Documents are short instructions and links, such as “Sign-in for teachers”. Each one says whether Swyron Al
may read it (Read by Swyron Al, on by default) or whether it stays Internal only. On top come files such as the
licence certificate or invoice.

e No longer in use takes software out of the list and out of the costs; documents, files and seats are kept.

4
What Swyron Al reads from a software entry
Staff ask Swyron Al about software and get help using it, from the released documents. Account and notes
only go along with their own release (off by default). The licence key and the password location never
go out.
l

5.7 IT contracts

Where: Inventory - Contracts

What IT costs on an ongoing basis and by when you have to cancel: internet connection, telephony, printer
leasing, maintenance, hosting, licence agreements, insurance. Only owners, administrators and managers see
this area; staff members, borrowers and students never do. Like software, itis part of the IT documentation and
requires Pro.

inventaris

mn IT contracts
) Add contract
What IT costs on an ongoing basis and when you need to cancel. Visible to administration only.
OPERATIONS
C) Overview a Running contracts @ Deadline near
=5 Lending 10 8 4
cancellation or end within 120 days
£ Returns

(® Reservations

Contracts per year o) IT costs per year
PERSONAL ’ I
CHF 22'688.00 CHF 28'976.00
A Myloans CHF, excluding one-off costs Contracts and software, of which software CHF 6'288.00
53 My reservations
Title, partner, number Running: all v Category: all M
INVENTORY L P ‘ ‘ ) 9 J L gory: J Costs per year by category
Running contracts, plus software
< Products Search
@ Units Maintenance and support CHF 9°600.00
Mobilfunk Schulleitung und Hauswart Deadline near .
& Consumables Beispiel Mobil AG - MOB-55120 Printers and copiers CHF 5°400.00
Inventory control Category Next deadiine Costs per year NT—— e
Telephony and mobile 31.10.2026 CHF 1'620.00
% Documentation Cancel by
g8 Telephony and mobile CHF 3'300.00
Software
S Cloud-Telefonanlage Deadiine near Insurance CHF 680.00
Beispiel Telefonie GmbH
B® Contracts
Category Next deadiine Costs per year Hosting and cloud CHF 240.00
£} Device management 3 Telephony and mobile 28.11.2026 CHF 1'680.00
Cancel by
Software CHF 6'288.00
8 Values
IT-Support und Wartung Deadline near
D Reports Beispiel IT-Service GmbH - SLA-2023-04
Cat Next deadii Cost: 2
e ategory ext deadline osts p’ei year
Maintenance and support  28.11.2026 CHF 9'600.00
£ Projects Cancelby
a " . "
& Damagereports Druckerleasing Lehrerzimmer und Sekretariat Deadiine near
Beispiel Brotechnik AG - LS-8812
Anna Meier Category Next deadline Costs per year
AM < kundarschule Musterh 2! Printers and copiers 16.12.2026 CHF 5'400.00

End

At the top, the running contracts, their costs, total IT costs and what has a deadline soon; below, the list.
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e Add contract. Title, contract partner, contract number, category and service, then start, end, notice period and
whether the contract renews automatically, and by how many months. Plus amount and payment.

e Next deadline. If a contract renews automatically and has a notice period, Inventaris works out the last day
to cancel; otherwise the end applies. If the deadline is missed, the one for the next term applies. An e-mail
reminds you as many days ahead as you set — to the person responsible, or if nobody is chosen, to owners
and administrators.

e Record cancellation once you have cancelled: the contract no longer renews, and no reminder comes. End
contract once it has run out: it no longer counts towards costs. Both can be undone.

e Costs. IT costs per year adds up contracts and software. A licence agreement that you link to a software entry
under Belongs to software isn't counted twice: its costs are shown with the software.

¢ Files and contact person. Attach the contract, quotes and invoices directly. Only the administration sees the
contact person at the partner.

Swyron Al sees contracts only when released

Every contract has the box Swyron Al may read this contract, off by default; the notes need a second box.
The contact person never goes along. Contracts that are not released are only counted by Swyron Al, so
that it can say a total is incomplete.

5.8 Exporting data

Where: Administration - Export data

Your data belongs to you. You can get to it at any time, without asking and without anyone having to
unlock anything.
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inventaris Exportdata

Your data as a CSV, at any time, without asking and without a reason for cancelling.

OPERATIONS

9 Overview What you get
One file per area, with all columns
= Lending 10
£ Retuns Shnits: Download
einheiten-2026-10-08.csv
(® Reservations
Products
Download
PERSONAL produkte-2026-10-08.csv
A Myloans Consumables
. Download
& M . verbrauchsmaterial-2026-10-08.csv
ly reservations
Loans
INVENTORY Download
ausleihen-2026-10-08.csv
< Products
Reservations
Download
@ Units reservationen-2026-10-08.csv
& Consumables
Staff
Download
personal-2026-10-08.csv
Inventory control
&o Documentation Rooms Download
raeume-2026-10-08.csv
B Software
Damage reports Download
@ Contracts schadenmeldungen-2026-10-08.csv
{8} Device management 3 §
Tickets
Download
@ Values tickets-2026-10-08.csv
u
N—_—— Requests
q 2026-10-0 Download
antraege-2026-10-08.csv
Anna Meier
©
AM < undarschule Musterh, ]
User accounts —

One file per area. The file name carries the date. Otherwise, anyone who exports three times ends up with three copies of einheiten.csv
in the folder.

What you get

Eleven areas: units, products, consumables, loans, reservations, staff, rooms, damage reports, tickets, requests
and user accounts. Each with all columns, statuses in words rather than as a code.

What happens when you open it in Excel

Nothing you'd have to do. The separator and character set are in the file; umlauts stay umlauts, and the
columns end up in columns. That isn't a given. The most common disappointment with CSV is a table in
which everything is in the first column.

Why the identifier is in the first column

So that the rows can be matched up again later, when importing into another system or when playing them
back to us. For daily work, you hide the column.

What isn't included

e Uploaded files. Photos and receipts are attached to the respective entries and can be downloaded there
individually. If you need everything at once, write to us.

e Passwords. They are never stored in plain text and would have no business in a downloads folder. For a
migration, what's in the file is enough: name, address and role.
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5.9 The network from UniFi

Where: Documentation -> Devices (UniFi)  optional

If you use Ubiquiti UniFi, the cabling doesn't have to be recorded by hand. A switch with 48 ports would otherwise
be 48 rows. And the port assignment is out of date again straight away. The controller has long known how many
ports there are, which one is up, at what speed, whether PoE is flowing and what is connected to it.

inventaris Network

Switches, ports and port assignments from the UniFi Network Application. View network (3 open)

OPERATIONS
) Ovenvie Organisation Users Kiosk Features Selection lists Custom fields Subscription Invoices Integrations My account
9 Overview
5 Lending 10
Overview Device management Network
& Returns

Reservations
o What thisis for

PERSONAL

A switch with 48 ports is 48 rows in the documentation, entered by hand, and the assignment is out of date again straight afterwards. The controller has long
known how many ports there are, which one comes up, at what speed, whether PoE is flowing and what hangs off it.

A My loans

5 My reservations . . "
What you have recorded stays: the label «Aula, Beamer» on port 12 is an intention and is never overwritten. What the network reports stands beside it. Writing

happens only on our side: Inventaris changes nothing in the controller, and the account there only needs read rights.
INVENTORY

< Products

@ Units Serverschrank EG Check connection | Syncnow
https;//10.10.0.1 - Site default
& Consumables
Inventory control Access Local account, with port assignment
& Documentation Last 10.09.2026 21:03
Software Result 4 Gerate - 1verbunden - 3 ohne Dokumentation
® Contracts Occupied ports 5 with recognised device
{8% Device management 3
B Values Change connection
Secrets stay saved as long as the fields are left empty.
%) Reports
CASES Name of the connection *
< Projects ( Serverschrank EG l
For recognition, such as ‘Controller main building’
/\ Damage reports il
Access
@ Requests 2 B N
‘ Local account, with client port assignment v ‘
(B Tickets 5
All three deliver the port table, Only the local account also says which port a client is on — with the others you assign that once.
& Archive
Address of the controller
( N
ARDZONS https:;//1010.0.1
g Library The address where the controller can be reached from the internet, e.g. https://unifi.ihrehaus.ch. Without a path after it. Inventaris cannot reach internal addresses such as 192168111

& Teaching materials
To set up in UniFi: Settings > Administration - Administrators -> create a /localuser with the role View only. A Ubiquiti account from the cloud is not accepted here, and

& Swyron Al a dedicated account survives when a person leaves the organisation.
Username
ADMINISTRATION ,
R ‘ inventaris ‘
Al Anna Meier g Password

Sekundarschule Musterh.

| |
Settings > Integrations -> Network. One connection per organisation; multiple locations are "Sites" in UniFi within the same controller.
‘ Create alocal account in UniFi

Settings - Administration - Administrators, role View only. A Ubiquiti cloud account is not accepted. A
dedicated account also survives when a person leaves the organisation.

a Enter the address and account
The address at which you open the interface, for example https://192.168.1.1 , with no path after it.
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e Check the connection

Only a token is fetched. Afterwards it shows which sites the controller knows.

° Sync now

Account or API key: not a matter of taste

The API key is more convenient to set up, but delivers no port assignment, which is exactly what this
connection is for. For a mere device list it's enough; for documenting the cabling you need the local account.

The rule that holds everything together

The network says what is; the documentation, what is meant

'Aula, beamer, ceiling mount' on port 12 is an intention. 'Up, 1 Gbit/s, PoE 6.4 W, Beamer Aula, 192.168.1103'" is
an observation. Both stand side by side and are never mixed: Your labelling is never overwritten.

o N
Inventaris Access-Switch OG
Serverschrank EG - HE 18 - Ubiquiti UniFi Switch Pro 24 PoE (USW-Pro-24-PoE) Editdevice
OPERATIONS
2 Overview 2 Racks & Outlets < Connections & Devices (UniFi) © Networksand IP B Pages @ Locations B Templates
5 Lending 10
S Returns Ports (24) Add ports from form factor
Oused, 24 free
(® Reservations
PORT CONSTRUCTION TYPE POE VLAN MEASURED CONNECTED TO CABLE ACTIONS
PERSONAL
UP Uplink
A RU5 1G PoE+ 10 Verwaltung on ) 1Gbit/s free - Ediit
2 Myloans Uplink zum Core-Switch
£ My reservations 2 RJ45 1G PoE+ 10 Verwaltung u free - Edit
INVENTORY . on | 1 Gbit/s - PoE 6.4 W
- Beamer Aula, Deckenhalterung RJ45 1G PoE+ 10 Verwaltung Beamer Aula free - Edit
S ot ' 1921681103
@ Units . on | 1 Gbit/s- PoE 8.2 W
= o Acess Pokit Gang EG RJ5 1G PoE+  10Verwaltung AP GangEG free - Edit
192.168.1.104
Inventory control
5 RJ45 1G PoE+ 20 Unterricht 2 free - Edit
[;n Documentation
B Software ¢ RJ45 1G PoE+ 20 Unterricht w free . Edit
@ Contracts 87 on | 1Gbit/s
A RJ45 1G PoE+ 20 Unterricht Drucker Sekretariat free - Edit
{8} Device management 3 ! 192.168.1.107
B Valles 8 RM5 1G PoE+ 20 Unterricht W free - Edit
/%) Reports
9 RJ45 1G PoE+ 20 Unterricht 2u free - Edit
CASES
< Projects 10 RJ45 1G PoE+ 20 Unterricht 2u free = Edit
lamage reports on it/s
A D 1 1 e 1 Gbitys
Uadewagen Kiasse 38 RJ5 1G PoE+ 20 Unterricht iPad-Ladewagen 3a free - Edit
@ Requests 2 192.168.1.111
5
@ Tickets 12 RUS 1G PoE+ 20 Unterricht zu free - Edit
& Archive
ADD-ONS
Al Anna Meier g
Sekundarschule Musterh
15 RJ45 - - zu free - Edit

On the left your label, in the column Measured the condition from the network, with speed, PoE power and the device currently connected
toit.
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What the sync does

e [t connects network devices to what's in the documentation via the MAC address.

e |t creates missing ports. 48 rows by hand are an imposition, and the controller knows the number.
Existing ports are never overwritten: connections depend on them.

¢ |t updates the measured condition.

e |t creates no devices. Where a device belongs is something only a person knows: rack, rack unit,
form factor.

e [t writes nothing to the controller. No port is switched, no device restarted.

igventaris Devices on the network

What the UniFi Network Application reports: devices, ports and what is connected to them. Connection

OPERATIONS

79 Overview S Racks = Outlets < Connections & Devices (UniFi) @ Networks and IP Pages @ Locations B Templates
5 Lending 10

In the network Not documented (3) Disappeared
& Returns —_—

O Reservations The controller knows these devices, the documentation does not. If the device is already in the rack, connect it via the MAC address; if it's missing entirely, installit; ports and

connections will be added at the next sync.

PERSONAL
A My loans
DEVICE MAC ADDRESS CONDITION PORTS
55 My reservations J
AP Aula online ( \ ( b
78:45:58:32:10:02 10100.21 = — 34clients [ serverschrankee || 1 | Mount
U6-Pro - 6.6.65 seit 7 days N ) )
INVENTORY
i i y — ¢
< Products AR MSdienreNm 78:45:58:3:10.03 10.100.22 e - 12clients ServerschrankEG | [ 1 | Mount
Ub-Lite - 6.6.65 seit 3 days \ AN )
@ Units ehTak )
Suttch Trakr & ) 78:45:58:22:10:04 10.100.11 offline 8 | serverschrankEe: || 1 | Mount
USW-Lite-8-PoE -6.6.65 L )L J
AM Anna Meier g

Sekundarschule Musterh.

The gap. The controller knows these devices, the documentation doesn't. If the device is already in the rack, connect it; if it's missing entirely,
install it.

Overnight onits own

The sync runs every night at 05:40, device management (2.14) at 05:20. When it last ran and what came of it is
shown on the settings page.
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5.0 Library and teaching materials

The library and teaching materials are two add-ons. Both work the same way: a title with its details and, below it,
the copies, each with its own number for the label. Titles and copies are not part of the device inventory and do
not count towards the subscription’s units; the booked tier limits the copies.

. .
Inventaris Library
I t E t Add ti
Books and media to borrow, with holds and self-checkout. - 23 of 10°000 copies mpor Xpor At
OPERATIONS ~ o
D Overview ‘ Title, author, ISBN, key Level: all v Search ...
~
L Lendmg 2 TITLE LEVEL AVAILABLE / TOTAL
£ Returns Das doppelte Lottchen Zyklus 2 2/2
o Kastner, Erich; Trier, Walter - 2024 yidus /
Reservations
Das grof3e Buch von Pippi Langstrumpf 2
PERSONAL Lindgren, Astrid; Engelking, Katrin; Heinig, Cacilie - 2026 Zykhis 1 3/3
My loans " " "
A M ( Die unendliche Geschichte Zykius 3 2/2
- 8 Ende, Michael; Schéffmann-Davidov, Eva - 2019 YELS: /2
My reservations
Emil und die Detektive e
INVENTORY 2026 Zyklus 2 3/3
< Products — e SR e el
arry [er un ler Stein der Weisen
& 1 I Rowling, J. K- 1998 Zyklus 2 2/6( 1hold
nits
Momo
8 C bl 3
SRSUTIDIES: Ende, Michael - 2013 ZyKlus2 3/3
(2] Inventory control
= Tschick
o &= Hermndorf Wolfgang - 2012 Lykkis 3 4/4
&» Documentation = =
5 Software Fienties
@ Contracts
{83 Device management 3
8 Values
(%) Reports

CASES

< Projects

AM Anna Meier g

Sekundarschule Musterh. © 2020-2026 Swyron GmbH

The catalogue: search by title, author, ISBN or keyword, filter by level; on the right available and total copies.

Adding a title

Under Add title, scan the ISBN and press Look up: title, author, publisher and cover are filled in, from ISBNdb first,
otherwise from the German National Library or Open Library. Check the details, add level and location, choose the
number of copies and save. Without an ISBN you enter it by hand. If the title already exists, the lookup takes you
straight to it and you add copies there.



inventaris Add title

Library
OPERATIONS
9 Overview Add by ISBN

Scan or type: title, author, publisher and cover are filled in. Check, then save.

© Lending 10
£ Returns |SBN
e (= [ e |
PERSONAL
A My loans

£ My reservations Title *

INVENTORY { }

< Products Author

[ J

]
s c bl Separate several names with a semicolon

onsumables

ISBN Publisher

Inventory control [ } ( }
&% Documentation
Software Year published Edition
@ Contracts [ } [ J
{8} Device management S Language i
8 Values {_ V] [ }
9 Reports Level s

( ) | ]

For example “Cycle 2" or “10+".

< Projects

/\ Damage reports 1 Subjectarea Binding
[® Requests 2 [ J ‘ }
For example non-fiction, novel, picture book.
& Tickets 5
Keywords
£ Archive J
ADD-ONS L
Separate with semicolons. Search also finds these words.
B Library
Summary
& Teaching materials
& Swyron Al
4
Anna Meier
AM ]

Sekundarschule Musterh.

Scan the ISBN at the top and Look up, check and complete below; at the bottom the number of copies, number prefix and location.

Loans, class sets, returns

At the desk, books are scanned like devices and can be on the same loan. For a class set, choose the teacher or
class, the number and the due date on the title page: one loan with all copies. Returns work as usual. You set a
copy's condition (damaged, retired, lost) on the title page.
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inventaris Harry Potter und der Stein der Weisen

Library - 2 of 6 available Edit
OPERATIONS
D Overview Copies Details
5 Lending 10
NUMBER STATUS LOCATION, SHELF
3 Returns Author Rowling, J. K
BIB-0003 gnjoan Regal B
Sofia Rossi - until 28.12.2026
(® Reservations ISBN 9783551551672
Onloan
BIB-0004 RegalB
PERSONAL Sofia Rossi - until 28.12.2026 9 Publisher Carlsen
A Myloans e Year published 1998
BIB-0005 RegalB
MY reservatione Sofia Rossi - until 28.12.2026
4 Language Deutsch
Onloan
BIB-0006 RegalB
EANENIORY Sofia Rossi - until 28.12.2026 9 Pages 335
< Products —_—
BIB-0007 Pvaliable Regal B Available v | save Lvsl Aklus2
& Units -/
& Consumables BIB-0008 Available Regal B Available v | Save
\ g Hold:
Inventory control oS
One person is waiting
- More copies - 9'977 left in your tier
s= Documentation
Number of copies Number starts with Location, shelf
1. Reto Amrein Cancel
& Software 1 | | BB | | Regals
@ Contracts
Add Place hold for
Device management 3 (
& e Please choose ... 2
8 Values
9 Reports Issuea class set Place hold
Several copies at once to a teacher or class, one loan with one due date.
CASES
< Projects Teacher Orname
/N Damage reports ) Please choose v ‘ ‘
Without a personnel sheet, e.g. “Class 3a
@ Requests 2 *
Class Number of copies
(B Tickets ]
| 3 | |2
B Archive \ )\
Available now: 2
ADD-ONS
Due back
[@ Library ( \
‘ 08.04.2027 B ‘
Anna Meier
¢
L Sekundarschule Musterh. 2 Book class set

The title page: copies with condition and loan, add copies, issue a class set; on the right details and holds.

Holds

When all copies are on loan, you can place a hold on a title. First come, first served. When a copy comes back, the
return says “Set aside for ..." and the person gets an email. The copy waits for them for seven days; otherwise the
next person moves up.

Importing an existing list

Under Import, upload a CSV file. A Title or ISBN column is required; number, author, level, location and quantity are
optional. Barcodes already stuck on the books are kept as numbers. You see a preview first; nothing is written until
Apply. Export delivers the whole holdings in the same format.

Students (role Student) see only their overview, the library, their own loans and their card. They search for
books and place holds; they may borrow books themselves if Self-checkout for students is switched on
(2.3), otherwise books are lent at the counter. They get neither devices nor teaching materials, not even at
the kiosk. With Microsoft 365 they come from the group SiGR-Inventaris—-SuS ; otherwise you assign the
role by hand. Students do not count as subscription users.
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511Swyron Al
Where: Add-ons - Swyron Al, or the question field on the overview

Swyron Al is an add-on: questions about your stock in everyday language, answered from your own data. “Which

a

loans are overdue?”, “What are our notebooks worth today?”, “Which devices go out of warranty by the end of the

year?". Depending on the tier booked, your organisation has a fixed number of questions per month.

. t r.
mven aris @ Swyron Al
B Ask anything about your inventory — devices, loans, values, tickets, library,
OPERATIONS
@ Overview
5 Lending 10
& Returns
/e
(® Reservations - \
PERSONAL v
What would you like to know?
A My loans
Swyron Al knows devices, loans, values, warranties, tickets, requests,
£ My reservations consumables, the library and more. Names are replaced by placeholders
before sending
INVENTORY
How many iPads are available right
€ Products © Which loans are overdue? © o ¥ '9
@ Units
What are our notebooks still worth Which devices have a warranty ending
=] !
S Consumables e today? 9 by the end of the year?
Inventory control
Which tickets have been open for more
?
& Documentation (8] thanaweek? ©®  Whatis onloan in the workshop
B Software
@ Contracts
{8} Device management &
8 Values

—~ ) Ask something about your inventory

Al Anna Meier 3 0 of 200 questions for your organisation thismonth ~ Enter sends - Shift+Enter for a new line Names are replaced by placeholders before sending
Sekundarschule Musterh

Swyron Al before the first question. Below the field it says that names are replaced before sending.

Asking questions

Type the question into the field and press Enter; Shift+Enter starts a new line. Follow-up questions go in the same
conversation: “and of those, only the ones in the workshop?”. If Swyron Al offers several answers to choose from,
tap one of them. Clear chat history starts over. Swyron Al only answers questions about Inventaris: it is not there
for writing texts, research or general knowledge, and such questions don't count against the quota. What your
organisation hasn't booked, it tells you openly instead of guessing.

Help with a device

If a device isn't working, give its inventory number: “NB-0012 won't start”. Swyron Al then knows the model,
accessories and the instructions on the product (2.11) and guides you step by step; without a number it asks for
one first. Numbered steps can be ticked off as tried, and that goes along with the next message. Staff get help
with a software in the same way, from its released documents (5.6).

Answers from your organisation’s documents

For questions about operation, procedures or problems, Swyron Al first looks in the documents your organisation
has released under Documentation - Documents (5.5), for example “How do | switch on the projector in the
hall?”. In the answer it names the title of the document it relied on; if nothing there fits, it says so. Borrowers and
students only get help from documents for Everyone.
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Ticket or damage report from the conversation

If the help wasn’t enough, Swyron Al suggests a ticket — or a damage report if something is broken, cracked or
dangerous. The button opens the usual form, pre-filled with subject, description, what has already been tried and
an estimated priority. Check every field and tick | have checked the details and they are correct. Without it nothing
is reported: Swyron Al never creates anything itself.

Replies in the ticket

Whoever handles tickets finds two buttons below the comment field: Revise with Swyron Al takes your draft in the
field and polishes it, Suggest a reply with Swyron Al writes a suggestion from the ticket, its history and the
instructions. The text lands in the field; it is only sent once you have checked it and send it yourself. Each
suggestion counts as one question. The buttons only appear with the switch Swyron Al suggests ticket replies
(2.3), off by default: for it, the ticket texts go to Swyron Al.

Who may use Swyron Al

e Owners, administrators, managers and staff members query the stock as far as their role can see it. Swyron Al
sees IT contracts only for the administration, and only those released one by one (5.7).

e Borrowers ask about their own loans, reservations and reports and get help with the devices they have or that
are fixed in a room. They see neither stock nor values. Switch Swyron Al for borrowers, on by default.

e Students get the same in a simple form, without reservations and without reports. Switch Swyron Al for
students, off by default.

e The kiosk account never.

Only owners and administrators see how many questions have been asked this month: the quota belongs to the
organisation. Once it is used up, Swyron Al is available again from the next month, or you book a larger tier under
Settings - Subscription.

What happens to your information

Before a question goes out, Inventaris replaces people’s names, e-mail addresses, phone numbers and
the name of your organisation with placeholders such as P-4821 . The data Swyron Al reads also refers
to people only by placeholder; they only turn back into names on our server. The mapping exists only in
your session.

To be honest: recognition works with the names from your staff and with common forms such as “Mrs
Smith” or “Hello Anna”. A name in an unusual form can slip through. So don’t put personal data into a
question that doesn't need it.

The question is processed by an external provider of a language model. Inventaris keeps the conversation
only for the duration of your session; only the number of questions is recorded. Who the provider is and
what happens to the data there is set out in the privacy policy.

To the privacy policy, section Swyron Al
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PART 6

For borrowers

This part is meant for everyone who uses devices, not manages them. It deliberately stands on its
own: you can print it separately and put it up in the staff room, without anyone needing the other
six parts.

6.1What you see

As a borrower you see only your own things. Not what colleagues have borrowed, and not the entire stock. No
values, no settings. The same goes for students (role Student), only shorter still: overview, my loans, library
and card.

Your menu has the same headings as the administration’s, just fewer items beneath them: under Operations is
what you do every day — seeing what you have, and getting something. Under Cases is what you report, and
what has become of it. Under Add-ons is what your organisation has booked on top: library, teaching materials
and Swyron Al.

iﬂventaris Have a good afternoon, Sofia

All on schedule — nothing is overdue. Report damage Opstaticiat
OPERATIONS
[") Overview [(’0\ Ask Swyron Al: What have | borrowed right now, and until when?]

3 Myloans

© Borrow device

Borrowed Overdue Next return
s ® =
£ My reservations 4 0 28.12.2026
& Withdraw material
CASES A Openreports
[\ Damage reports O
@ Requests
{3 Tickets Due back soon Viewall Holds Library
Your loans, by return date. Titles you are waiting for.
£ Archive
BIB-0003 Harry Potter und der Stein der Weisen until 2812.2026
ADD-ONS
BIB-0004 Harry Potter und der Stein der Weisen until 2812.2026 No holds
@ Library If atitle is onloan, you can place a hold in
. BIB-0005 Harry Potter und der Stein der Weisen until 2812.2026 the catalogue.
& Teaching materials
& Swyron Al BIB-0006 Harry Potter und der Stein der Weisen until 2812.2026
SR sofla Rossi g
Sekundarschule Musterh © 2020-2026 Swyron GmbH

A borrower’s overview with their menu. Whether Borrow device and Withdraw material appear in it is decided by your organisation in
the settings.
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MENU ITEM
Operations

Overview

My loans

Borrow a device

Reservations

Withdraw material

Cases

Report damage
Requests
Tickets

Archive

Add-ons
Library
Teaching materials

Swyron Al

FOR THAT

Your home page: what you have, what is due back soon, your reservations and reports,
plus the buttons for the most common tasks. See below.

What you currently have and until when. If there is a red number next to it, something is
overdue.

Only if your organisation has switched on self-checkout: scan or choose a device and
book it to yourself, without the counter. See 6.3.

Reserve a device for a particular day.

Only if your organisation has switched on self-withdrawal: take consumables in your own
name.

When something is broken or missing.
When something needs to be purchased.
Everything else that needs attention.

What you have dealt with. It sits at the end of the cases, because that's where you look
for it when an old case turns up again.

Search, borrow and place holds on books. See 6.9.
Like the library, for teaching materials.

Questions about your loans and help when a device doesn't do what it should. See 6.11.

The number next to a menu item

It always means: something of yours is here. A red number next to My loans means that something is

overdue. If there is no number, nothing is outstanding.

Your overview

After signing in you land on your overview. At the top are the buttons for the most common tasks: Borrow device

(if self-checkout is switched on), Report damage, Open a ticket and, far right, your card (6.10). Below that is the

Swyron Al question field, if your organisation has switched it on for you, then the figures: what you have borrowed,

what is overdue, when the next return is due and how many of your reports are open. Under Due back soon is what

has to go back next, alongside your reservations and, with the library, your holds. Students see the same page

without reservations and reports.
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6.2 My loans

inventaris

OPERATIONS

3

Overview

My loans

)
Q

& Borrow device

59 My reservations
& Withdraw material
CASES

/A Damage reports
B Requests

3 Tickets

& Archive

ADD-ONS
B Library

& Teaching materials

& Swyron Al

SR Sofia Rossi

Sekundarschule Musterh.

My loans
What you currently have on loan and until when Report damage Open a ticket

Onloan (4)

With a return date: please bring them back on time.

ITEM INVENTORY NUMBER ON LOAN DUE
Harry Potter und der Stein der Weisen BIB-0004 28.09.2026 28.12.2026
I Harry Potter und der Stein der Weisen BIB-0003 28.09.2026 28.12.2026
I Harry Potter und der Stein der Weisen BIB-0006 28.09.2026 28.12.2026
I Harry Potter und der Stein der Weisen BIB-0005 28.09.2026 28.12.2026

© 2020-2026 Swyron GmbH

Loans with a due date at the top, permanent assignments below, one device per line.

The page has two cards: at the top On loan, everything with a return date; below it Permanently assigned, what

stays with you without a due date. Staff and admins find the page under “Personal” in the menu.

At the top right are Report damage and Open a ticket. If something is broken or missing, it is damage (6.5);
if something doesn’t work as expected, a ticket (6.7). The ticket is the more common case and therefore the

blue button.

The information on the right tells you how much time is left:

5 days left

due tomorrow

3 days overdue

no due date

How to extend

Allin order.

Please remember to return it.

The due date has passed. Please return it or have it extended.

Fixed-assigned: the device belongs to you permanently. No return date, no reminder.

You can't do that directly. The counter sets the due date. Write a short message to the contact address in your

reminder email, or open a ticket (6.7).
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The reminder email

If reminders are switched on, you receive an email a few days before the due date with the list of your
devices and the date. Once the due date has passed, it comes again at a fixed interval. As soon as you
return the items, it stops. You don't have to do anything to turn it off.

If you have a Microsoft account and Inventaris is installed in Teams, the same reminder also arrives under
Activity in Teams.

6.3 Borrowing a device yourself

Where: Operations - Lend device

Only if your organisation has switched it on

Self-checkout is off by default — in most organisations issuing goes through a counter. If the item Borrow
device isn't in your menu, it isn't switched on for you. Contact the administration; for themit'sin 2.3.

o Specify the device
Scan the inventory number or choose from the list. The list holds only devices that are released for self-
checkout and are currently free — what is missing there is handed out by administration at the counter.

e What for (optional)
A keyword helps if someone is looking for the device: «Class campy, «Assembly hall».

e Press Book to me

The device then appears under My loans, with the due date that was announced at the top of the form.

What you don't decide yourself

Who it is booked to: always to you. There are no fields for name, class or email — those come from your
staff sheet.

The due date: your organisation sets it (default 14 days). If you need the device longer, the administration
extends it on the loan.

The quantity: one device per booking. For a second one, simply book again.

Why a device doesn't work

REPORT WHAT'S BEHIND IT

This device is only issued at the counter. Itisn't released for self-checkout. The expensive camera and the
measurement case are handed out by someone who knows who's
standing in front of them.

This device is currently not available. It's on loan, fixed-assigned, under repair or blocked.

This device is already reserved for this period. Someone else has reserved it. Your own reservation never stands in
your way — it is redeemed with the booking.

This device has since been taken. Between selecting and booking, someone else has taken it. Choose
another.
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Take consumables

If self-withdrawal is also switched on, the menu additionally shows Withdraw material: a list of what is in stock, with
a quantity field per line. Withdrawals are always made in your name — at the bottom of the page are your recent
withdrawals, in case you want to check whether a booking has come through. Only administration can add stock.

6.4 Putting a hold on a device

Where: My reservations - Reserve device

Staff and admins see the whole organisation’s under “Reservations”; their own are under Personal -
My reservations.

Need the projector on Thursday? Reserve it instead of hoping. Then no one else can reserve it for that day, and on
Thursday morning the administration sees that it needs to be ready.

. .
inventaris Reserve device
Reserve a device for a day or a few days. It stays available until then; reserved means it will be put ready for you
OPERATIONS
2 Overview Device *
= Myloans Scan or enter inventory number o3

Borrow device Scan the inventory number or choose from the list below. Your own devices are at the top there.

. » Choose from the list without a scanner
59 My reservations
=]

First day * Lastday*
Withdraw material p -
tt.mmjji o | womi =
CASES h J \ J
At most 7 days at a stretch. For a single day, enter the same day again
[\ Damage reports

What for

@ Requests p
Class 3a field trip, parents’ evening, project week

{3 Tickets &

Optional. Helps the person preparing the device: «Excursion 3a» says more than an empty line.
£ Archive
ADBONS Ganeel
£ Library

& Teaching materials

What a reservation does

& Swyron Al
The device appears in the daily overview on the reserved day so that someone can put it ready. Itis not blocked: until collection it can be lent
out at short notice, as long as it comes back in time. So anyone who doesn't collect it blocks no one; the reservation simply expires.

S| Sofia Rossi )

Sekundarschule Musterh.
For a single day the first date is enough. The second sets itself.

o Choose the device

From the list. It holds the devices you are allowed to reserve yourself. If one you expect is missing, your
organisation hands it out at the counter — a brief question there, and it's done.

e From when to when

For a single day: fill in only the first field. How many days in a row are possible is set by your organisation;
usually seven.
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e Purpose

optional

«Physics weeky, «Parents' evening». Helps the counter with getting things ready.

° Submit

What happens next

e Thereservation appearsas ' Reserved | inyour list.

e On the day itself it appears on the administration's screen under Reserved today.
e You collect the device as usual at the counter; there it becomes a loan.

e If you don't need it after all: Withdraw. The reservation disappears, and the device is immediately free for
others again.

When the device is already taken

Then the application tells you so right when you submit, together with the period for which it is already on
hold. Choose another day or an equivalent second device.

6.5 Reporting damage

Where: Damage reports - Report damage

Something is broken, missing or behaving strangely. Better to report it once too often: a report costs thirty
seconds, an unnoticed fault costs the next lesson.

81



inventaris Report damage

Describe as precisely as possible what is wrong.

OPERATIONS
D Overview Affected device*
| T

= Myloans Scan or enter inventory number |
€ Borrow device Scan the inventory number or choose from the list below. Your own devices are at the top there.

» Choose from the list without a scanner
5 My reservations

What happened?*
& Withdraw material —

Screen shows a vertical stripe. The device starts normally.
CASES

[& Damage reports

@ Requests \ 4
The more precise, the faster the handling
{3 Tickets
Priority
£ Archive p
‘ Medium v ‘
ADD-ONS Photos and documents
£ Library

Dateienauswahlen  Keine ausgewahlt ‘

& Teaching materials Optional. A photo often says more than the description. At most 12 files

& Swyron Al
Whether the device is blocked is decided by the administration when handling your report. Don't use it further until then if it could be dangerous.

Report damage Cancel

SR Sofia Rossi

Sekundarschule Musterh.

<]

© 2020-2026 Swyron GmbH

The photo can be attached right here, not only after saving.

What belongs in a good report
¢ Which device: best via the inventory number on the sticker.

e What exactly happens: «the picture flickers after about ten minutes» instead of «doesn't work:.

¢ Since when, and whether it happened before.

e A photo. For anything visible it saves half the follow-up questions.

What happens next

Your report appears at the administration with the state  Open . Assoon as someone takes it up, it

changesto Inprogress . You see thisin your own list and do not have to ask. The device stays usable at
first; whether it is blocked is decided by the administration.

6.6 Making arequest

Where: Requests - Submit request

For acquisition requests: something new, something additional, a replacement for something old.
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. N

inventaris Make a request
What is needed, and what for?

OPERATIONS

9 Overview Title *

My loans

(5]

& Borrow device
B9 My reservations
2 Withdraw material

CASES

[\ Damage reports

[ [® Requests

{3 Tickets
Reason*
£ Archive
The existing projector in the assembly hall keeps failing
ADD-ONS
B Library

& Teaching materials

‘ New projectors for the assembly hall

Requested item*

L Epson EB-685W short-throw projector

Model, variant, provider — as far as known.

Affected device

‘ Scan or enter inventory number

Optional, for example when replacing a faulty device. Your own devices are at the top of the list.

» Choose from the list without a scanner

Why is this needed, what is missing without it?

& Swyron Al Quantity * Estimated cost (CHF)
L 1 W { 980.00 W
Priority Wanted by
L Medium bl J ‘ tt.mm.jjj = J
N =
Quotes and documents
( Dateien auswéhlen Keine ausgewahlt l

Optional. A quote speeds up the decision. At most 12 files

Approval by Second approval

[ Select nobody 22 J ( Select nobody b2 J

This person decides first Voluntary. Only asked once the first tier has approved.

s Sofia Rossi

€
Sekundarschule Musterh.

Submitrequest e

Quantity, estimated price and preferred date help the person who decides. The approver is optional.

A sentence that makes your request better

In the reason, write what won't work without the acquisition, not what would be nicer with it. «Two classes
need the document camera at the same time, on Tuesdays one goes without» is an argument. «Would be
handy» is not.

You can see the progress in your list: from Submitted through Approved and| Ordered to ! Delivered . Ifit's

rejected, the reason is shown alongside.

6.7 Opening a ticket

Where: Tickets - Open ticket

Anything that is neither damage nor a request: 'Please realign the beamer in B12', 'Wi-Fi in the assembly hall keeps
dropping’, 'Please extend the loan until Friday'.
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inventaris

OPERATIONS

) Overview

My loans
Borrow device

My reservations

0 e Q

Withdraw material
CASES
[\ Damage reports
@ Requests

[G] Tickets

& Archive

ADD-ONS
E Library
& Teaching materials

& Swyron Al

SR Sofia Rossi b]

Sekundarschule Musterh.

The priority says how urgent it is. Use urgent sparingly. Otherwise everything is soon urgent.

6.8 Your archive

inventaris

OPERATIONS

) Overview

My loans
Borrow device

My reservations

0o e

Withdraw material
CASES

[\ Damage reports
B® Requests

{3 Tickets

[@ Archive

ADD-ONS

B Library

& Teaching materials
& Swyron Al

Sofia Rossi
SR Seiundarschule Musterh ]

Everything of yours that is done: returned loans, resolved reports, completed requests.

Create ticket

What's your issue?

Subject*

[ Printer in the staff room offline

Affected device

{ Scan or enter inventory number ...

Scan the inventory number or choose from the list below. Your own devices are at the top there,

P Choose from the list without a scanner

Description *

&

Since this morning the printer has been unreachable on the network ...

Category Priority

[ Please choose ... v J L Medium

Choose from the list. Itis supplemented in the settings

Affected room

[ No particular room

You can attach photos and documents once the ticket has been created.

C ticket Cancel

Archive

Completed cases move here 7 days after completion. Nothing is deleted: comments, attachments and history are kept in full.

[ Title, description or pe ] [AII types v J [ tt.mm.jjjj m] J [ . mm.jjjj

[m] J Search ...

Archived cases

O entries

The archive is still empty

Once a case has been complete for 7 days, it appears here.

© 2020-2026 Swyron GmbH
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What is done moves here after seven days. This keeps your active lists short, and the one open device isn't lost
among thirty returned ones. Nothing gets lost: everything is still here, with a date.

6.9 Borrowing and placing holds on books

If your school has booked the library, you'll find it in the menu. Search by title, author or keyword, open the book
and press Borrow: the next available copy is booked to you and appears under My loans. The loan period is shown
on the button. Returns are made at the desk.

inventaris Library

n Title, author, ISBN, ke Level:al v | search
D Overview

S Myloans TimLe LEVEL AVAILABLE / TOTAL

©

Das doppelte Lottchen Zyklus 2 2/2

B Myre:

D: Re Buch
S Withdraw material Forpaler Zykus 1 3/3
cases i
oiistrmini
/A Damage reports
B Requests Eund die Detekeic Zykius 2 3/3
@ Tickets
' Harry Poter un der ten der Wlsen —_— 26 T
& Arch . -
Ei e Zyuus2 3
ADD-ONS
[g Library = T‘S‘Chfk Zykius 3 a/4

& Teaching materials

& SwyronAl

Sofia Rossi
SR Serundarschule Muster ]

Borrowers and students see the catalogue without management buttons and borrow on the
title page with Borrow.

If no copy is available, press Place hold. As soon as one comes back, you get an email and it waits for you for seven
days. You can cancel the hold on the title page at any time.

6.10 Your card

Your employee number also exists as a card in the application: the same number as on the printed card, in the
same format. At the counter it is scanned from the screen like the plastic card. Every account has one, except the
kiosk account.
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inventaris My card

Show it at the desk or the terminal — the scanner reads the number just like on the plastic card.

OPERATIONS

) . °
9 Overview mventqus Card
= Lending 10

R .
SR Anna Meier
© Reservations Sekundarschule Musterhausen
PERSONAL AM
A My loans
=3 My reservations

v MA=2013

INVENTORY . [ ]

< Products
@ Units

Consumables

L]

Inventory control
&o Documentation
& Software
@ Contracts
&

£33 Device management 3

AM Anna Meier 5)

Sekundarschule Musterh. 2020-2026 Swyron GmbH

The card on its own page: the person with the number on the front. The dots below switch to the back with the QR code and barcode.

Openingit. On the overview, the last button on the far right is your card. It opens a window with front and back;
swipe between them or choose the side below.

On the phone the card sits at the very top of the overview, at first only its header. One tap folds it open, a
second one closes it again.

On the front are name, function, organisation and number, on the back a QR code and a barcode. The codes
only carry the number and always sit on a white background, in dark mode too — otherwise no scanner could
read them.

Apple Wallet and Google Wallet. If your organisation offers the wallet, a button appears below the card on the
smartphone: on the iPhone Add to Apple Wallet, on an Android phone Add to Google Wallet. On computers
and tablets these buttons never appear. In the Teams app the button opens the phone’s browser, because
Teams cannot open the wallet itself. If the button is missing on the phone too, your organisation doesn't offer
the wallet; the card in the application still works.

The card stays up to date

If your name, function or number changes, the card in the application shows itimmediately. The card in the
wallet follows the night after. You don't need to add it again.

6.11 Help from Swyron Al

If your organisation has booked the Swyron Al add-on and switched it on for you, it appears in the menu under
Add-ons, and there is a question field on your overview. You ask in everyday language, for example “What have |
borrowed at the moment, and until when?” or “The projector shows no picture — what can | do?”.

¢ Your loans, reservations and reports. Swyron Al only sees what is yours — just like you.
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e Help with a device. Give the inventory number from the label, for example “NB-0012 won't start”; without a
number Swyron Al asks for it. Help is available for devices you have borrowed, that are assigned to you
permanently or that are fixed in a room. Numbered steps can be ticked off as tried.

¢ Help from your organisation’s documents. If your organisation has released instructions for everyone, for
example for the projector in the hall, Swyron Al helps you from them and names the document. You don't see
the list of documents itself.

e Ifit doesn’t help, Swyron Al suggests a ticket, or a damage report if something is broken. A button opens the
form, pre-filled from the conversation. Check every field and tick | have checked the details and they are
correct. Only then is it reported — Swyron Al itself creates nothing.

For borrowers Swyron Al is switched on by default, for students off; when switched on, students get the same
help, only without reports. Names, e-mail addresses and phone numbers are replaced by placeholders before
sending. More on this, including its limits, in 5.11.
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PART 7

Look up

The tables you look for when you're in the middle of something.

71All states at a glance

Unit
Available On site, can be borrowed.
On loan Out. Who has it is shown on the inventory sheet.
Faulty Locked. Not available to borrow until someone lifts the lock.
In repair Off site or in the workshop.
Retired Taken out of service, but kept in the history.
Lost No longer findable.
Loan
Open Out, due date running.
Overdue Due date exceeded.
Returned Completed.
No due date Fixed assignment. Never becomes overdue.

7.2 Scanner, keyboard, phone

Which scanners work

Any handheld scanner that identifies itself as a keyboard («HID mode»). You need no software and no driver: the
scanner simply types the number in and presses Enter. This applies to USB scanners as well as to wireless or
Bluetooth ones.

The one setting on the scanner

It must send an enter character after the code (Enter suffix or CR). Then the application picks up the scan
by itself and you don't have to click anything else. How this is set is in the scanner's manual. Usually you scan
a setup code there.
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With the keyboard alone

Tab One field forward.

Shift + Tab One field back.

Enter Submit the form or apply the scan.

Esc Close an open window (follow-up query, image view).
On the phone

The application runs in the phone's browser, without anything needing to be installed. The menu sits behind the
button with the three lines at the top right. When recording, you can use the camera instead of a scanner: next to
every scan field there's a small camera icon.

On the iPhone, place the application via Share - Add to Home Screen; after that it has its own icon and starts
without an address bar.

In the Teams app on iPhone, iPad and Android, Teams does the scanning: a camera icon appears next to every
number field, iPhone included. On a computer, Teams offers no camera; use a hand scanner or the keyboard there.

7.3 Common questions

I've forgotten my password.

On the sign-in screen, press Forgotten your password?. You get an email with a link that is valid for one hour.

| was signed out in the middle of my work.

After 15 minutes without use the session ends on its own. Just sign in again. At the issuing counter a Kiosk account
is worth it for this (2.8); that stays signed in.

A device can't be borrowed.

Three possibilities: it's already on loan, it's marked  Faulty , orit's reserved for this period. The message tells you

which one applies. The unit's inventory sheet tells you more precisely.

Ascanisn't recognised.

Check whether the cursor is really in the scan field. Then whether the sticker is legible. If the code is damaged,
type the number in by hand. That works in every scan field.

We have recorded two devices with the same serial number.

One of the two is wrong. If you search the units for the number, compare it with the labels and correct the wrong
one. Device management reports such cases explicitly instead of guessing.

Can we get our data back out?

Yes, at any time and without asking. Every list has a button to export as a CSV file; it can be opened in any
spreadsheet program.
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74 TermsfromAtoZ

Loan

Booking type
Unit

Inventory number
Kiosk

Storage location
MDM

Employee number
Staff

Product
Reservation
Serial number
Set code

Student

Swyron Al

Current value

A case: one person takes units and brings them back.

Loan material, fixed to an employee or fixed to a room.

The individual device with its own inventory number.

Your own number on the sticker. Unique within your organisation.

An account for the computer at the counter. Not signed out automatically.
The fine location within a room: "Cabinet 3, compartment B".

Device management: Intune, Jamf Pro or Mosyle. Provides stock, system and last check-in.
The number on the ID card that is scanned at the counter.

Who is allowed to borrow. Doesn't need an account.

The model. Created once, for all units of this model.

A claim on a device for a period. Not yet a loan.

The manufacturer's number. Anchor for device management.

Links units that are handed out together. One scan, all devices.

A role for pupils that only sees the library and its own loans.

Add-on: questions about the stock in everyday language, help with a device via its inventory
number.

Today's value, depreciated on a straight-line basis from the acquisition month.
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