Add an Inventory Audit 4\ ONE TO ONE

w?PLUS

This guide outlines a simple process for inventory audits, covering setup,
assignments, and customization. It helps streamline inventory management, ensure
accurate records, and gives users confidence in handling audits.
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@ Tab selections will be stored for future visits.
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2  Select "Inventory Audit".
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3  Select "Add New".
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Filter System Status
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¥ Inventory Audit Test 11124 1131124 4 938 [1] 938 [1] Active Act
- High School Chromebooks 11124 4130124 i b 89 1] 89 0 Active Act
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4 Add an "Audit Title", "Start Date", "End Date" and "Sites".
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Add Inventory Audit

Details

Audit Title *

Start Date *

End Date "

Assigned Users
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Audit Status Active X v

Filters

Asset Disposition

v
Location Types “
Asset Types v
Asset States v
Asset Funding Sources -
Asset Models v
Asset Manufacturers “
Asset Categories v
Asset Classes v

Audit Settings

Audit Settings

Assigned and Held by

() Assigned to

) Held by

Do you want to reconcile during the audit?

Reconcile During Audit -




5 Select "Assigned to Users" to assist with the Inventory. (Only these users will be

able to access the inventory).
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Do you want to reconcile during the audit?
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6  Select "Filters" for Audit (if any).
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7  Select "Audit Settings" (will default to both Assigned and Held by).
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Start Date "
End Date "
Assigned Users
Sites *

Audit Status Active

Filters
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Do you want to reconcile during the audit?

Reconcile During Audit
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Select if you would like to reconcile assets during the audit process or leave

unchecked if you would like to audit at the end of process.
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9  Select "Save".
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10  Select the audit that was created on manage page to start audit process.
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