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Asset & Vehicle Creation/Assignment/Tracking 
The first step when utilizing the asset management tool is to create asset types. Assets like 
employer-provided cell phones, laptops, uniforms, etc. After assets are created they are easily 
assigned to employees after hired (or when they’re given the asset). Before you can assign an 
asset to an employee, you must create the type of asset and then enter information about the 
actual asset itself. 

Example: Creating an Asset Type 

1. Select the Hamburger Menu. 
2. Select Company settings. 

The menu expands.  
3. Select HR Setup. 

The menu expands.  
4. Select Assets (Property).  
5. Select Asset Types. 
6. Select the Add New button.  

As shown below 

 

7. Enter the name of the asset and any other properties you want to track. 

Child assets allow you to create sub assets which belong to the main asset. For example, a 
computer would be the main asset and the software installed on that computer would be the child 
asset. Anything checked in the Collect column will add a description field to the asset. The 
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Required column will make the field a requirement (i.e., laptop serial number) before you can save 
the new asset. 

 

Selecting Allow Multi Assets allows you to assign the same asset multiple times, i.e., 15 desk 
chairs. If you select this option, another field will display allowing you to enter the number of assets 
you have. The Can Be Assigned To More Than One Account allows you to assign an asset to more 
than just one account. 

 

8. Save the asset type. 
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Create an Asset 
Now that the asset types are created you can add actual assets to your inventory and eventually 
assign them to employees. 

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 
4. Select the Add New button (shown below).  

 

The New Asset window will open. 

5. Select the Asset Type dropdown menu and choose your asset. 
6. Select the Add button. (shown below) 

  

After the asset type has been selected, you will be prompted to enter asset details. (shown 
below). 
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7. Select Save. 
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Assign the Asset to an Employee 
Now that the asset type has been set up and the asset has been added to the system, you can 
assign the asset to your employees. 

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 

From the Assets (Property) display, select the pencil icon next to the icon you want to assign. Let’s 
select Laptop Computers. 

 

4. Select the Assign to Employee button (shown below). 

 

A New Asset Assignment pop up window will display where you can select the employee.  

5. Select the icon to choose your employee. (Shown Below). 
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An Employee Lookup page will display all employees in the company. You can use a search filter or 
just scroll depending on how many people you have in the company.  

6. Select the flag icon next to the employee you want to have the asset assigned. (Shown 
below) 

 

7. Select the Assign button (shown below). 

 

8. Select Save and the asset is now assigned to Mitch. 
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Adding a Vehicle 
Vehicle assets are added in a different location and offer more description and record keeping 
options, such as insurance and maintenance. Let’s add a vehicle now. 

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 
4. Select Vehicles. 
5. Select the Add New button. 

 

6. The status dropdown should be In Service (if it is in use). 
7. Enter other information that you want included.  
8. The fields with the red asterisks must be filled out (Make and Model). 
9. Select Save. (Shown below) 
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Assign a Vehicle 
Assigning a vehicle is very similar to assigning an asset.  

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 
4. Select Vehicles. 

This will display all vehicles in inventory. 

5. Select the pencil icon next to the vehicle you want to assign. 

 

The New Vehicle Assignment window will open so you can select the employee. 

6. Choose your employee. 
7. Select the Assign button (Shown below). 

 

8. Select Save. (Shown below) 
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Tracking Assets & Vehicles 
The Asset Property page will show all assets that have been created for the company whether they 
are assigned to an employee or not. Vehicles are in a different location, but all are listed. Let’s look 
at our assets and vehicles now. 

Asset Tracking 

First let’s look at Assets. This page lists all assets (parent and child) in the company, whether 
assigned or not, but not vehicles.  

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 

 

 

Vehicle Tracking 

This page lists all vehicles, whether assigned or not, in the company.  

1. Select Company Settings. 
2. Select HR Setup. 
3. Select Assets (Property). 
4. Select Vehicles. 
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