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Property Management 

To setup Property Management, click on HR Admin 

 

From the drop-down fields, navigate to Property Management and click on Property Category 

 

Click on +New 

 

Under Type Info, add the Code and the Description that you want to use for this company property. By default, the 

Property Category Type will be marked as Active/Yes. Click on Save Changes or Save & Next Record. 

Example #1 

Example #2 
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Now you will see the Property Category Types that you added 

 

To add Property Types, click on Property Type under Property Management  

 

Click on +New 

 
Enter the Name, Description and select the Category Type from the dropdown menu and click Save Changes or Save & 

Next Record - Additional Information is optional 

 

Example #2 Additional Information is optional 
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Now you will see the Property Types that you added 

 

 

To assign property to an employee, lock into your employee 

 

Go to Employee and Property under Employee Maintenance 

 

 

Click on +New. 
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Enter Property from the dropdown list, Tag if applicable, issued date, Notes if applicable & Status and click Save 

Changes. 

 

Now you will see the property issued to your employee 

 

If your employee returns the property, lock in on the employee again and go to property again 
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Click on the property to open it, select the return date and any notes needed, and the status code and click Save 

Changes. 

 

Now you will see the new status 

 


