
HOW TO ASSIGN COMPANY 
ASSET TO EMPLOYEES’



In Asset Management, click Employee Assets, then filter by branch to display all 
employees to whom you want to assign company assets.
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Use the search bar to easily find an employee, then click the Edit icon 
to assign a company asset. A pop-up window will appear where you can 
complete the assignment.
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Select the Category, choose the available Asset, then click Add and Update 
to successfully assign the asset to the employee.

HOW TO TO ASSIGN COMPANY ASSET TO EMPLOYEES’



In View History, you can monitor all activity changes in Employee Assets, 
including when assets are created, assigned or available.
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You can use the filter and search bar to easily find specific records for 
verification.
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