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Login 
 
Once the system has been installed on your computer you will find an MD Assets icon on 
your desktop, double click on this icon to gain access to the system. 

 
MD Assets Desktop Icon 

Once the icon has been clicked the following window will appear on your screen: 
 

 
 
To gain access to the system, a unique username and password needs to be assigned to 
you by the administrator. Unique user accounts allow the administrator to award privileges to 
certain users as well as record changes made to the system by each user. 
User name field – here you will need to type in your username that your administrator has  
Supplied you.  
Password field – here you will need to type in your password. 
Once you have inserted your details, click on the Login button. 
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If you login successfully the following screen will appear, click go button to proceed. 

 

If you receive a “Server Error” message, check your internet connection and try again. 
 
Login failure  
 
In the event that the incorrect login details are entered, the system will warn you and the 
following window will appear. 
If you forget your password, click on the forget password link in blue and the system will 
send the password through email. 
 

 

Forgot password 
  
The system will request your email address, type in your email address and click send 
button to submit. If the system recognizes your email address you will receive your password 
immediately, however if an incorrect email address is typed in, your password reset will not 
be successful. 
 

 
 
Once your password has been changed, you will be able to log in successfully. 
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Landing page 
 
After login successfully, the system will take you directly to the landing page. 
 

 
 
User profile 
 
How to access user profile 
 
The user should click on my profile button, then click on user Profile button on the system 
and the following window will appear. This is where the user can update his/her user profile 
and change password. 

 

The user has access to update the profile and upload a profile picture. 
The password option will be greyed out, but once you click on change password the system 
will give you access to type your new password. 
 
Invalid user profile 
 

The following message will appear if the user does not key in the characters required by the 
system. Click ok and enter the correct password required or correct information. 
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The following message will pop up if the user’s profile has been updated. 
Click ok to continue. 
 

 
 
Dashboard verification 
 
How to access Dashboard verification 
 
The user should click on dash board verification in the system, Wait for the system to load 
the dashboard data, the system might take a moment to depending on the user’s internet 
speed connection. Click yes to continue. 

 

The main dashboard shows counts and the total number of assets tracked. This is the main 
window where the user will be able to navigate to the rest of the system. The user can see 
the total number of all assets, e.g. verified assets, new found assets and assets by category 
(count) 
See below picture(s). 
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IDP 
How to create the integrated development plan (IDP) 
 
The user should click on IDP function and the following window will appear 
Here the user can view and manipulate the IDP. 
 

 
 
Click – add new button to start creating a new project. 
All the required fileds should be completed with relevant information. 
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After the user has added the new IDP item, he can click save button to save the added 
information, the confirmation window will appear, click yes to save new IDP item. 
 

 
 
The system will ask if the user wants to add new IDP item. 
Click save to confirm and the system will confirm if the item has been aded successfully. 
Click ok to continue. 
 

 
 
Viewing and manipulation of IDP. 
 
The new added item will be added at the bottom of all the projects that has been added on 
IDP in order to be viewed and can be exported in excell spread sheet as well. 
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mSCOA segments 
 
All added projecs should be mSCOA configured, select, then right click on the added project 
and 3 mSCOA segments will appear, region, Function and project. 
 

 
 
Click on on the first segment which is Scoafication – Region. Select the relevant accounts 
from available accounts by dragging and dropping them in the correct slots. 
 

 
 
Once all accounts has been selected, click save (IDP) to save changes made. 
Confirmation window will appear, click yes to continue. 
 

 
 
The system will confirm if the changes made has been successful. 
Click ok to continue. 
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Creating project budget directly from IDP 
 
The user has access to create project budget directly from IDP. First select the project you 
want to create budget for, Right click and select the last segment (create project budget).       
  

 
 
After clicking create project budget, the following window will appear and the user can start 
adding a new project budget. 
 

 
 
After filling the required information click save and the system will confirm if the project 
created is added successfully. Click ok to proceed. 
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Project Budget  
 
How to view project budget view 
 
The user should click on budget project and the project budget view window will appear. 
 

 
 
How to approve budget 
 
The user should first select the project and click approve. The system will confirm the 
approved project budget. Click yes to continue. 
See below windows. 
 

  

 
The system will lock the budget approved, click yes to continue. 
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The approve function will be greyed out after the project has been approved. See below 
picture. 
 

 
 
Budget Reports 
 
How to view budget reports 
 
The user should click on Budget reports and budget reports window will appear. See below 
picture. 
 

 
 
Double click on the budget project to view and the report will open. See below picture.  
 

 


