Configure Asset Request Forms

Click assets.
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Quick Links

Assels
Wiew all asset instances in the library

Asset Check In / Check Out

Check out and assign assets 1o people. Check them in when returned

Use harcode readers for faster processing
Request Portal

Request equipment, access or Services that | need

Employees
Uiew and manage employee, contractor & student profiles and assets

Locations
Wiew and manage locations

Wy Approwvals & Actions
Manage my Wizor Approvals & Actions

Cantract Agreements & Purchases

iew and manage all agreements, maintenance contracts, purchases
and invaices

Drlas & Balicias

Conald MNathan's Hormepage

Assets out for repair by type
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Chair

Desk, Projectar
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Modity

Agsets in storage total
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Log Oif

Assets out far repair total

Requests for my approval




2. A list of your assets will show. Click manage Asset Types. Remember: configuring request forms can
only be done at the asset type level
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ACCT-COMP-002
CECON0002
CECO00003
CUST-DEMO-001
CUST-DEMO-003
DEY-COMP-00L
DEV-COMP-0032
HR-COMP-002
Laptop10000
QA-COMP-002
QA-COMP-004
SALES-COMP-DD1
SALES-COMP-003
SAMPLELAPTOPL
SEMPLELARTOPZ

Server
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WMweare, Inc.
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CRU

Acer Chror

Acer Chror -

Acer Chror
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FE38EV3

36268T7
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Intel(R) Core(TM)2 Duo CPL

Intel(R) Core(TM)2 Duo CPL
Intel(R) Core(TM)2 Duo CPL
Intel(R] Care(TM)2 Dua CPL
Intel(R) Core(TM)2 Duo CPL

Intel(R) Core(TM) iS5 CPU M

Intel{R] Xeon(R) CPU XSE00
Intel(R) Core(TM)2 Duo CPL
Intel(R) Core(TM)2 Duo CPL
Intel(R) Core(TM)2 Duo CPL
Intel(R) Core(TM)2 Duo CPL

Intel(R) Core(TM)2 Duo CPL

HP-550-22 Intel ¥eon 3.2 GHz
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Chrome 0%
Chrome OS
Chrome 0%

Microsoft Windows 7 Enterp

Windows Vista

Microsoft Windows 7 Enterp
Microsoft Windaws 7 Entere
Microsoft Windows 7 Enterg

Microzoft Windows 7 Enterp

Microsoft Windows 7 Enterp
Microsoft Windows 7 Entery
Microsoft Windows 7 Enterp
Microsoft Windows 7 Entery
Microsoft Windows 7 Enterp
Microsoft Windows 7 Entery

Windows Server 2016
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IPAddress | Allocated to Person
=MNones
<MNonex
=MNones

15.02.10 Martin West
Derno User
Jane Rose Daren

150211 =MNones

15.0.2.12 Rose Arrington

15.02.12 Sarah Smith

15.0.2.14 John Davis

15.0.2.15 Jane Rose Daren
£dmin Lser
15.0.2.16 Donald Nathan

15.02.17 Chris Hubbard

15.02.18 <MNonex

15.02,19 Daniel Ambler

15.0.2.22 Donald Nathan

15.0.266 Emplovee User

12.21.22.11  Martin West

Reports Inbax

AssetType

Chromebook
Chromehook
Chromebook
Desktop
Chromebook
Chromehook
Desktop
Desktop
Desktap
Desktop
Desktop
Laptop
Desktop
Desktop
Desktop
Desktop
Laptop
Laptop

Server

Password
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Options  Homepage Lo Off

Add Assets

Mass Update

Reassign/Relocate

Scrap

Mark Lost

Request Status

Manage
Asset Types

Employee Assets



3. Asset Classes will show first. This is the high-level perspective of your assets. Drill down. In this case,
we will choose, computers.
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Asset Types
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Marme
Cornpuiter
Consurmables
Docurment
Ernail, Interniet and Metwark
Furniture
Hardware
Metwork Share
Physical Security
Services

Telecom
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Description

Projectors, Tvs, whiteboards, Speakers, Audio Mixers

NP VIZOR

Laptops, Desktops, Servers, virtual Machines, Chromebooks

USB Mernary Sticks, Keyhoards, Mice, Toners, Cabling
Signed Agreements, Manuals

Email Accounts, Routers, Switches

Desks, Chairs, Filing Cabinets

Printers, Monitors, Photo Copiers

Metwaorks shares which are required by the business
ID Badges, Electronic Key Cards, Keys

IT Services

“olP Phones, iPhones, Android Phones
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Reports

Asset Class

Inbox

Password

Options:

R E

Homepege  Log Off

Add New
Asset Class

Add New
Asset Type

Mass Update

Return to
Asset Library

Hidden
Asset Types



4. Pick the asset type you want to configure. In this case, we will choose, Desktops.

H Asset Types vV|ZOR i el €

Reports Inbox Password  Options  Homepage  Log Off
=
- Asset Types = &
(Start) > Compurer >
MName Cescription Asset Class
(5} Add New
Asset Class
e Chromebook - Computer D
& Comebok Cantaine: Computer O Add New
Asset Type
D Desktop - Computer D
0 " Taptop - Computer O
Mass Update
e Server - Camputer D

Return to
Asset Library

Hidden
Asset Types

Page 1 of 1 (S matches)




5. The details of the asset type will pop up. Click the Lifecycle tab

I | Edit Asset Type: Desktop
Ls—_ History  Hew Email
Update the information for the asset type. Define here any Actions needed to provision or deprovision the aszet Desktop.
Overview Detélls Life Cycle Aftions Purchases Allocation Assets Mapping
Name: |Desktup H |
Manufacturer: | |
Description ‘
) —
Responsible | . ‘
resmiEzon | 1=
Privacy ar Security Sensmve:| |
Relevant to Dara Protection | |
7
Has An Assoclated Cost |Vea |
Assoclated Cost |$ 0.00 |
Track As: |Ir|d|wdua\ |
Wisible |Yes |
Can Be Requested |Yes |
o 1
%Attachments
Comments
¥ This color indicates a reguired field Next OK Save

Emails

Close

6. This is where the lifecycle of the asset type pops up. You can click on any part of the lifecycle to
configure it. In this case, click request within the graphic or in the drop down menu right below it.

uj| Edit Asset Type: Desktop

o

Update the information for the asset type. Define here anyActions needed to provision or deprovision the asset Desktop

Overview Details Life Cycle Actions Purchases Allocation Assets Mapping

Click on the diagram to configure the life cycle stages.

Approval - Fulfillment - Provisioning

Showing Life Cycle Stage ‘ Request v |

Select the fields that should be shown when someone requests an asset of this type.

The information entered in these fields will be accessible when approving the request.

De-provisioning

History

Mewy Email

Emailz:




7. Scroll down the page. This is where you fill out the fields to configure the asset request form. By
clicking in the field, a list of options will pop up. Alternatively, the underlined fields are described in
further detail.

Edit Asset Type: Desktop
Histary Meww Email Emails
Update the information for the asset type. Define here anyActions needed to provision or depraovision the asset Desktop
Overview Details Life Cycle Actions Purchases Allocation Assets Mapping
Select the fields that should be shown when someone requests an asset of this type.
The information entered in these fields will be accessible when approving the request.
Wisibla Requast Fialds assoriated Cost (Request Details Tah)
Requested Quantity
Z
A
Action Owner: Heln Desk Analyst 3 Assigned Work Tear:
Priarity: Medium
Back Next OK Save Close

* This color indicates a required field

8. Once you are done filling out the fields, press Save.



