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1. Click Asset Check-In/Check-Out
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Quick Links

| Assets
View all asset instances in the library

Assel Check In/ Check Out

Check out and assign assets to people. Check them in when returffed
Use barcode readefs for faster processing

Software Licenses

Record, analyze and allocate software licenses; integrate with
Software Inventory to ensure compliance and optimization

Software Installations Catalog

Yiew the cataloy of software collscted by the Vectar Discowery, by
Microsoft SCCI or by othar discovery tools

Request Portal
Request equipment, access or services that | need
N
TS

Employees
Yiew and manage smployse, contractor & studsnt profiles and assets

Locations
Yiew and manage locations
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Martin West's Homepage

Assets out for repair by type
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Modify Log Off

Requests for my approval
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2. Find the asset you want to check-out by using the queries, search bar or automatically with a barcode

“ Becnt Chanl In | Chanl Cut

RecocoapoEa&®00000D b

Mame

SAMPLELAPTOPL
SAMPLELAPTORZ
DEV-COMP-001
CUST-DEMC-003
SALES-COMP-001
SALES-COMP-003
ACCT-COMP-002
Projector

USB Memory Stick
Chair

Desk

Tablet

Chair

Desk

Landine Phone
Andraid

Cell Phone - Basic

Identity Card

All

Asset Tag

LT343

LT204

ACME-2829-232

Serial Mumber

S4NL11L

S4NL11T

S4ML119

S4nL121

S4NL1ZS

PPX2033

570868

Status

W Assigned
™ Lssigned
W assigned
™ Assigned
W Assigned
™ Lssigred
™ Lssigned
W Assigned
™ Lssigned
W Assigned
™ Lssigned
W Assigned
™ Lssigned
W Assigned
™ Lssigned
W Assigned
™ Lssigned

W Assigned
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Reports

Iz

Password

@ &

Options  Homepage  Log Off

Allocated to
Person

Donald Mathan
Employes User
Sarah Smith
Rose Arrington
<MNonex
Daniel Ambler

Martin West

Donald Mathan
Rose Arrington
Rose Arrington
Rose Arrington
John Davis
John Davis
John Davis
John Davis
Robert Green

Robert Green

Allgrated to Device,  Location
J Computer

Fage 1 of 2 (114 matches)

USA | New York
Use | New orb
US4y New York
USA | New York
Usa iy New Yorl
USA | New York

Belgiurn ', Brusse

USA Y New York
USA | New York
USA Y New York

USA | New York

USA | New York
USA Y New York
USA | New Yorl

Usa | New Yorb

>»

Department

General Adminis

LastAssigned
Date

2j24/2012
si11/2018
Sf11/2018
Si11/2018
1/g/2019
11/25/2017
11162019
11/25/2017
3/15/2019
3/15/2018
3/15/2018
3/15/2018
3/15/2018
3/15/2018
3/15/2018
3/15/2018
3/15/2018

3/15/2018

Check Out
Multiple Assets

Exchange Assets

Employee Assets



3. The search bar and barcode reader can bring you straight the asset you are looking for. However,
when using the query, you’ll need to select In Stock/Storage to reveal the assets that are available to
check-out

E Asset Check In / Check Out Y VIZOR P ml €

Reports Inbox Password  Options  Homepage  Log Off
4
MName Asset Tag Serial Number Status Allocated to Allocated to Device  Location Department LastAssigned
Person i Carmputer Date Ml.ﬁ:ilslcekAzgtets
e SUPPORT-COMP-014 - chLUNFBeFu <Mone: - US| Mew York -- -
e SUPPORT-COMP-015 - SDKSmMnt <MNane:s - LSy Mew York - -
Exchange Assets
e SUPPORT-COMP-016 - TILRztACLj <Mone: - US| Mew York -- -
e SUPPORT-COMP-017 - g2XBOSwTQL <Mane > - LSy Mew York - -
e SUPPCRT-COMP-018 - KIPEZAXD3yY <Mone: - LS8 New York - -
e W vizor, choud - - - - - - 4/13/2018 Employee Assets
e ARS Batteries - - - - - - 2f27/2018
e AV Cable Cat 5 - - - - - - 2/z7fz018
e Paper Mate Profile Retrac -- - - - - - 2(27{2018
e BIC Round Stic Ballpaint | - - - - - - 2fz7fz2018
e Mouse Logitech Simple - - - - - - 2(27{2018
e O1ca0s2a-besf-4caz-aca CBSL7 MAGS5AA01171 <Mone: - - - -
e 02815b0c-b7c5-4939-80  CBA9E MNKGS5AA01171 <Mone= - - - -
e 0253cf0d-4f7d-4b13-95%  CBES0 MNXG58A01171 <Mone: - - - -
[:] Chair - Hi-3001 - - - - 11/25/2017
E] Desk - FLITED17 - - - - 11/25/2017
[:] Desk - FLITED17 - - - - 11/25/2017
e USE Mernory Stick - 570BGB - - - - 11/25/2017

Page 1 of 1(18 matches)



4. Click on the asset you want to check-out. The check-out box will pop up, as shown below

~ Check OutAsset: SUPPORT-COMP-014

o e *

Click on Check Out to retrieve the asset Histery

Assign to <Nare>

Employee 1D .
Locatian:
KNZ26AAR-ABA MB407C

Serial Number: cHLUNFBeFu T
Asset Tag:

Return Dare: =

Location: Usacy Mew York S West Campus %, Floor 7

* This color indicates a reguired field Check Out Close




5. Fill out the information. Make sure you select who you are assigning it to by clicking on the field or

press the three dots to select from the entire list of users

Check Out Asset: SUPPORT-COMP-014

. Click an Check Qut 1o retrieve the asset

Return Dare

Location: USAY Mew York ' West Campus % Floor 7

* This color indicates a required field

Assign to

Employes ID: <Nonex User -
Aaron Bond aaron.bondd@vizor . cloud Ermploye

Location Admin User ermnal@yoLrconmpary User
Chris Hubbard emal@yourcompary Employe
Daniel Ambler dambler@yourcampary Ermplaye
Demo User emal@yourcompary User
Ninmald Kathan Anathamimiestthearanrn nrn Fronle T

serial Nurber © ©@ vrowelofiizimatches) @ @

Asset Tag:

Check Out

History

Close




You'll notice that the location of the asset will change when you select the person you’re assigning it to

Check Out Asset: SUPPORT-COMP-014

Click on Check Out to retrieve the asset.

Assign to: Chris Hubbard

Employee 1D

Location: Usay Mew York S, Chelsea Office Y, Ground Floor
KEMN2ZZ2EARR-ABA MB407C

Serial Murnber: cHLURFSEeFU

Asset Tag:

Feturn Date:

Location: Usay Mew York s, Chelsea Office \ Ground Floor

6. Click Check Out



