Bulk Assign Assets
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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.
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Select "Bulk Assign".
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3  Select "Asset S/N" or "Asset ID".

Bulk Assign Assets Settings
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Select "Yes" or "No".

Bulk Assign Assets Settings

Asset Identifier Type:
O Asset S/N
® Asset ID
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Select "Ok".

Bulk Assign Assets Settings

Asset Identifier Type:
O Asset SIN
® Asset 1D

Collect Signatures:
® ves

ONo

A
S DERRE




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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Select "Proceed".

CAUTION

This cannot easily be undone. Are you sure you want to proceed?
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11  Enter "Signature".

Signatures

Assigned Assets

AssetID  Serial Number Assigned to Location Held by Location
142655  DMPD20AFLMPM  QAHS-Inventory QAHS-Inventory
142589 DMPD2ONVLMPM  QAHS-Inventory QAHS-Inventory
142392 FOFCV02CLMPM QAHS-Inventory QAHS-Inventory

142684 DMPD20WELMPM  QAHS-Inventory QAHS-Inventory

School Representative siinature: *

Full Name: *

Vendor Representative Signature: *

Full Name: *
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12  Typein "Full Name".

Signatures

Assigned Assets

AssetID  Serial Number Assigned to Location Held by Location
142655  DMPD20AFLMPM  QAHS-Inventory QAHS-Inventory
142589 DMPD2ONVLMPM  QAHS-Inventory QAHS-Inventory
142392 FOFCV02CLMPM QAHS-Inventory QAHS-Inventory

142684 DMPD20WELMPM  QAHS-Inventory QAHS-Inventory

School Representative Signature: *

Full Name: *

Vendor Representative Signature: *

Full Name: *
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13  Enter "Vendor Signature and Full Name".

Signatures

Assigned Assets

AssetID  Serial Number Assigned to Location Held by Location
142655  DMPD20AFLMPM  QAHS-Inventory QAHS-Inventory
142589 DMPD2ONVLMPM  QAHS-Inventory QAHS-Inventory
142392 FOFCV02CLMPM QAHS-Inventory QAHS-Inventory

142684 DMPD20WELMPM  QAHS-Inventory QAHS-Inventory

School Representative Signature: *

Full Name: *

Vendor Representative Signature: *

Full Name: *
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14 Select "Submit".

Signatures

Assigned Assets

AssetID  Serial Number Assigned to Location Held by Location
142655  DMPD20AFLMPM  QAHS-Inventory QAHS-Inventory
142589 DMPD2ONVLMPM  QAHS-Inventory QAHS-Inventory
142392 FOFCV02CLMPM QAHS-Inventory QAHS-Inventory

142684 DMPD20WELMPM  QAHS-Inventory QAHS-Inventory

School Representative Signature: *

Full Name: *

Vendor Representative Signature: *

Full Name: *
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