Request an Asset (IT perspective)

1. If an employee calls you to request an asset you can go right to their account to do so.
Click employees.
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2. The names of your employees will pop up. Search for an employee with the search bar and

click the employee account. In this case, let’s pick Daniel.
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<Assigned to Location>

Daniel Ambler
Manager, Systems & Metworking

dambler@wourcompany

Director, Human Resources

mrosen@healthcarzorg,org

Martin West
Manager, Systems & Metworking

itmanager@yourcompany.

Aaron Bond

aaron bondi@nizor.cloud

Donald Nathan
Manager, Administratian

dnathan@healthearearg.rg

jm detorres

Jmdetorres@vector-networks.com

Perseus Lowa Jackson

piackson@yourcompany:
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Chris Hubbard New Employee
Senior Systems Analyst Onboard
emallEyourcompany
Terminate
Employees

Employee User
Actounting Assistant

emai@yourcompany

John Davis
Marketing Manager

idsvis@yourcornpany

Robert Green
Manager, Administratian

roreen@healthcareorg,orm




3. In his account, click on the assets tab.

Edit Employee Information: Daniel Ambler
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Update personal or employvment infarmation for the emplovee. i
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Category ‘Employee § ‘
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Department:

‘ IT Infrastructure
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4. In the asset tab, click Request Asset

Edit Employee Information: Daniel Ambler {
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5. Choose the category of asset you need to request. For example, if you
Chromebook, click computers.
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6. Click Chromebook.
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7. This will open a form specifically for that asset type to fill out. Please fill out the form and
press close

' Request New Asset: Chromebook
z

Enterthe infarmation for the new requested asset.
Request Details

Required By Date Reguired By Time:

Return Date:

* This color indicates a required field Finish Close



