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From the Assets select Inventory Audit.



Select the Add New Option.



Add an Audit Title.



Enter a Start Date for the Inventory.



Enter a Target End Date for the Inventory.



Select the Users to Assist with the Inventory (only these users
will be able to access the inventory).



Select the Sites to be Included in the Inventory.



Select the Location Types if Needed (default will select all).



Select Asset States if Desired (default will select all).



Select Funding Sources if Desired (default will select all).



Select Specific Models if Desired (default will select all).



Select Specific Manufacturers if Desired (default will select all).



Click the Submit Button.



The Audit will the Display on the List of Audits.


