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Bulk Assign Assets

This guide outlines a simple method for bulk assigning assets, helping you quickly
update information, boost productivity, and maintain accurate records for easier
asset management.

1 Select "Assets".
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2 Select "Bulk Assign".
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3 Select "Asset S/N" or "Asset ID".
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4 Select "Yes" or "No".
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5 Select "Ok".
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6 Select "Search".
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7 Choose "Select a Location".
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8 Type, scan or paste "Asset ID or Serial Number".
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9 Select "Update Held By and Assigned" or "Update Held By Only".
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10 Select "Proceed".
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11 Enter "Signature".
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12 Type in "Full Name".
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13 Enter "Vendor Signature and Full Name".
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14 Select "Submit".


