Add a Maintenance Service to a Software Asset
1. Click the Software Licenses Quick Link to open it
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1. Find the software asset you want to add a maintenance service to by either using the
queries in the top left corner of the page, searching for it in the top right corner of the
page or scrolling to the asset

2. Double-click to open the Software asset

E Software Licenses v VIZOR
CORTI - -

Software Version Edition Mo. Awailabl  Serial Number Vendor (W}
Licenses Add New License
0 - - - 500 - - - m
2 77 - - 5 4 IFE73-6754N-VNFOS-LEW45  Tgor Paviov m
Mass Update
% adobe Creative Cloud = = 0 14  §29-928-919-907 Adobe Systems, Inc. 2
E Adobe Photoshop CS6 13 - 45 9 £29-211-679-700 Adobe Systems, Inc. r
Y autocan 18 - 3 3 111-042-GB-00001 Autodesk, Tnc. m
E Microsoft Office 2013 15.0 - 23 -2 SAMPLE-WHBHG-15676-J7HGF Microsoft Corporation [
Software Assets...
E Microsoft Office 2016 -- - 0 -2 SAMPLE-HG112-66ADW-HQG4F  Microsoft Corporation [
;D Microsoft Office 365 - - 80 65 SAMPLE-QWS129-TAK711-A1211" Microsoft Corporation I
Software

E Microsoft Visio 2016 - - 43 28 34HIFGHFHTY-35 Microsoft Corporation [l Installations...
E Microsoft Windows 10 10 Pro 30 28 SAMPLE-SYNI21-SKB22-UUA12  Microsoft Corporation [
;D Microsoft Windows 7 6.0 Pro 35 6 SAMPLE-HYSI21-JASIAK-HAUA12 Microsoft Corporation I
E PC-Duo Host 12.5 - 40 9 LKK-775765-76786D5 Vector Networks r
5 PC-Duo Master 1235 - 8 0 JHFHGF-875765F-DDS Vector Networks [
E Salesforce - - 13 5 d1202532-9ee6-4b0b-8b3c-47e7: Salesforce O
E SharePoint CAL 2016 - - 100 B4 HF78788-KSN Microsoft Corporation I
E Software A - - 13 13 - Vector Networks o
E Software B - - 0 - - Vector Networks [
;D Vector Issue Tracker 7.5 - 10 10 JHFIHGF-23452345DSGDSF-4535  Vector Networks r
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2. Click on the Purchases Tab to view basic information about the software asset

S . . ®
Edit License: Adobe Creative Cloud 5 a. @ g@
L
@  Update the infrmation for the license Adobe Creative Cloud. iEy GRS EoEE
) p

—
License | Purchases l Keys | Allocation Installations Compliance Details Description | Business | Related Licenses |@

Software: ‘Adobe Creative Cloud i ‘
Vendor Adobe Systems, Inc. Version: | ‘
Edition: ‘ | Language: |English ; |
Software Type: ‘c‘oud : ‘ Environment: | : |
Gontact: ‘l Catherine Dewey i ‘ sratus | Inactive '|
Serial Number: ‘ 820-928-019-907 | Contract Number: | ‘
Licensing Model: ‘FE, User ; ‘

No. Licenses: o |

* This color indicates a required field H || OK ‘ | Close




3. Click on Add to add a new purchase to the software asset. This will open a window where

it will ask you what type of purchase you want to create. To get more information about
what option to select, see the Related Purchases Types KB

Edit License: Adobe Creative Cloud

H A S
Update the information for the license Adobe Creative Cloud. sy BTG /e
License Purchases Keys Allocation Installations Compliance Details Description Business Related Licenses »
No. Licenses 300
Related Purchases:
Start Date End Date Type Quantity Cost Status PO Number Purchase Date
Add...
8/6/2020 New License 300 $ 0.00 Active [ Received
2/3/2017 2/3/2018 Subscription 23 $13,777.00 Inactive 5678 232017
7/2/2018 7/2/2019 Subscription 25 $14,975.00  Inactive 2207 7/2/2018 View Purchase...
View Line Item...
Edit Alerts...
Costs Over Time

Average Costs per Unit
$ 28,752.00 Total cost over time $ 0.00 Average Total Cost Per Unit Remove
$ 28,752.00 Licenses costs over time

$ 0.00 Average License Cost Per Unit
$ 0.00 Maintenance costs over time

$ 0.00 Average Maintenance Cost Per Unit
$ 0.00 Services costs over time

* This color indicates a required field

Back Next 0K Apply Close




4. Select a Purchase type. For simplicity, Enter a Simple Purchase will be selected below.

Edit License: Adobe Creative Cloud

*

L)J Updare the information for the license Adobe Creative Cloud.

g a8 & "

History New Email Emails

| License | Purchases | Keys | Allocation

No. Licenses:
Related Purchases:

Start Date

2/3/2017

7/2/2018

$ 28,752.0

$ 28,752.0
$0.0

Installations | Compliance

‘ 300

End Date

Quantity Cost

Details

Status

Description

PO Number

Purchase Date

Business | Related Licenses |@

Add...

Related Purchases

Choose the type of related purchase to add to the assetinstance

View Purchase...

) Enter a Full Purchase . )

Choose this option if you have an invoice or purchase order to enter, then add the line items to this asset instance. View Line Item...
() Enter a Simple Purchase

Enter the minimum information about the purchase, then add the line items to this asset instance.

Edit Alerts...

( Select From an Existing Purchase in VIZOR

If your purchase is already entered in Vizor, choose this option to select the line items to add to this asset instance.

‘ ‘ Cancel Remove
-
$ 0.00 services costs over time
Back || H Apply || Close

* This color indicates a required field




5. Click OK. This will open a new window where you can add information to a new purchase

. 2 - x
Edit License: Adobe Creative Cloud H % @ \:{__ﬂ
O  Update the information for the license Adobe Creative Cloud. Aty Newgmal o Emals
2 P

| License | Purchases | Keys | Allocation Installations | Compliance Details Description Business | Related Licenses |@

No. Licenses: ‘ 300 |

Related Purchases:

Start Date End Date Type Quantity Cost Status PQ Number Purchase Date
Add...
2/3/2017
7 Related Purchases
7/2{2018 View Purchase...

Choose the type of related purchase to add to the assetinstance

() Enter a Full Purchase . )
Choose this opticn if you have an invoice or purchase order to enter, then add the line items to this asset instance. View Line Item...

@ Enter a Simple Purchase
Enter the minimum information about the purchase, then add the line items to this asset instance.

Edit Alerts...
( Select From an Existing Purchase in VIZOR
If your purchase is already entered in Vizor, choose this option to select the line items to add to this asset instance.
$ 28,752.0 0K Cancel Remove
$ 28,752.0
$0.0 -

$ 0.00 services costs over time

* This color indicates a required field Back || Next || 0K H Apply || Close




6. Click on Add in the Line Items section

x
Add New Purchase
Enter the information for the new Purchase.

Name:

‘Adnbe Creative Cloud Status ‘Active,’ Received H |

PO Number: ‘ ‘ See More Details: No L/- Yes

@ Supplier: ‘ ; |

Purchase Date: ‘

Auto Renew Purchase: no L.z- Yes

Line Items:
Line & Asset Type Product Quantity Unit Total Description Start
= - "‘/' Add...
Edit...
Edit Alerts...
Remove
Total: $0.00
Comments:
Fd
Taxes $0.00 :
* This color indicates a required field Finish H Close

7. Click OK on the alert that reminds you to save the current Purchase.




8. A new window will pop up to add a new line item

9. Fill

in the line item for the Maintenance service

T

ﬂ ﬁ Add New Line Item

Enter the information for the new Line ltem.

Nam
Line Item Number: ‘1 |
PO N[ T
urc Sub Type: ‘Maintgnan(g H | Status: ‘Active,’ Received i |
Auto Asset Type: ‘ches : | Product Code: \ |
Line| Quantity: 300 | Unit Price; s 350.00 |
Ly~ Description Adobe CC Maintenance Service
¥
‘Temporary : |
‘afs{zolg | = ‘8}’6;’2022
Department: ‘ : | Location: ‘ ; |
Project: ‘ | License Server: ‘ i |
GL Account: ‘ | Reference ID \ |
Total
Com
Taxe

* This color indicates a required field

: Finish | |

Close

* This TomoT

A TEQUITET TTETT

se

NOTE: Make sure that the sub type is set to Maintenance




10. Click on Finish to save the new line item and close the current window

= *
T
| q ﬂ Add New Line Item "
Enter the information for the new Line ltem.
-
Nam .
o mosr. [y |
Purc ‘Maintenance H | Status. ‘Aﬂj\'ef Received : |
ao services | Product Code: \ |
Line ‘ 200 | Unit Price: ‘ $ 350.00 |
Lif | Description: Adobe CC Maintanance Service B
4
Duration; Temporary {| —
Start Date: 8612019 |9 EndDae 8/6/2022 | @
Department; ‘ {] Location; \ {]
Project: ‘ : | License Server: ‘ : | —
GL Account: ‘ ; | Reference ID ‘ |
Total [
Com
Taxe :
-
* This color indicates a required field | Finish | Close |
* This TomoT T TEUTET TIETT I JIN . |

11. Click OK on the alert that pops up reminding you that VIZOR will create the instances in
the background



12. Click Finish to save the changes to the purchase and close the window

Add New Purchase

Enter the information for the new Purchase. Y
Name: ‘Adnhe Creative Cloud ‘ Stats ‘Adive,' Received
PO Number: ‘ ‘ See More Details: No w Yes
Purchase Dare: ‘ ‘ ﬁ Supplier: ‘
Auto Renew Purchase:  No w Yes
Line Items:
Line # | Asset Type | Product ‘ Quantity | Unit ‘ Total ‘ Description Start
Add...
1 Services 300 $ 350.00 % 105,000.0¢ Adobe CC Maintenance Service
Edit...
Edit Alerts...
Remove
Total: $ 105,000.00
Comments:
Ed
Taxes: ‘ $0.00 ‘
Total with Tax: ‘ $ 105,000.00 ‘ j .
14
* This color indicates a required field | Finish | Close




13.

Click OK to close the window of the currently open Software Asset

—

License Purchases | Keys I Allocation I Installations I Compliance I Details l Description I Business I Related Licenses @

Y N 'Y -
S . . ®
Edit License: Adobe Creative Cloud H a. @ m"E-g
@ Update the information for the license Adobe Creative Cloud. ALy ARG GoxlE

=l

No. Licenses:

‘ 300
Related Purchases:
Start Date | End Date | Type ‘ Quantity | Cost | Status ‘ PQ Number | Purchase Date
Add...
8/6/2020 New License 300 $ 0.00 Active [ Received
232017 2/3/2018 Subscription 23 $13,777.00 Inactive 5678 232017
7122018 7/2/2019 Subscription 25 $14,07500  Inactive 2207 7122018 View Purchase...

View Line Item...

Edit Alerts...

$ 28,752.00 Total cost over time
$ 28,752.00 Licenses costs over time
$ 0.00 Maintenance costs over time

$ 0.00 services costs over time

$ 0.00 Average Total Cost Per Unit Remove

$ 0.00 Average License Cost Per Unit

$ 0.00 Average Maintenance Cost Per Unit

* This color indicates a required field

Al

Back || Next |[ 0K m Apply || Close




