Property Management

To setup Property Management, click on HR Admin

Integrity

DE1Y g [24zM HR Admin-

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

Property/Asset Management

= Property Category
1 Property Type

Click on +New
Property Category Types ## =
m 2 & Dovnload

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

B o oo X

Property Category Type:

Company Type Info Type Status
Company Code Active
B | Gingers Pet Care (GMPC ) - [ Parking V] No Yes
Description Priority
[ Parking Pass V] Priority

Property Category Type:

Example #2

B e B el e

Property Category Type:

Company Type Info Type Status.
Company Code Active
B | Ginger's Pet Care (GMPC ) - IT Equipment 2 No Yes
Description Priority
Laptop vl Priority

Property Category Type:
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Now you will see the Property Category Types that you added

Property Category Types £ =
m Z & Download filter grid

Actions Code a Description Active

IT Equipment Laptop No
Parking Parking Pass No
I} - L Page: 1 of1 Go Pagesize: 2 || Change

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

Property/Asset Management
= Property Category

[ Properiy Type

Click on +New

Property Types % [

L C & | & Download

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
[E) save & Mext Recora | Ciose 3

Property Type:

Company Type Info Additional Info
Company Name Manufacturer
@  Ginger's Pet Care (GMPC ) - ‘ LIG&D fl
Description Brand
[ Paing Tag v |
Type Status
Category Type + Model

Active

Please Choose (represants BLANK) -
. -

Golor

IT Equipment - Laptop
Parking - Parking Pass

Property Type:

[B) save changes Save & Next Recore close 3¢

Example #2 Additional Information is optional

Save & Next Record ey Recora Next Record P close 3
Property Type:
Gompany Type Info Ao Info;
company Name Manufacturer
B Gingers Pet Care (GMPC ) - | Surtace o«
Description Brang
| surtace pros v
Type Status
category Type + Model
Active

IT Equipment - Laptop -
.

Golor

Property Type:
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Now you will see the Property Types that you added

Property Types & ]

L CVl | & Download filter grid
Actions Name & Description
LotG &D Parking Tag
Surface Surface Pro 8
] 4 - Ll Page: 1 of1 Go | Pagesize: 2 Change

o

Gee, Tallula (225)

Go to Employee and Property under Employee Maintenance

Employee

Employee Actions Employee Maintenance

& Employes Summary & Custom Form & Licenss
& Direct Deposit Alf & Hote

&+ Add Mew Hire
& Self-Service Sefup

& Achievement

&= Terminate Employes & Document (employes) & Position Organization
& Alternate Rate . -
. & Document (company) & Property
& Certificate & Education & Review
& Class o ) & Emergency Contact & Skil
& Class (r=pid .er":'"-: & Employment Screening & Time Off
& Compenzation &9 &4

Click on +New.

Property & [
m = & Download
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Enter Property from the dropdown list, Tag if applicable, issued date, Notes if applicable & Status and click Save
Changes.

Save Changes Save & Next Record p| Close 3§
Property: JI=T =600

Employee Property Info
Company Property Type
B Gingers Pet Care (GMPC ) - Surface - Surface Pro 8 v -
Employee Tag
& Gee, Tallula (225) - [ 18597 w]
Issued Date
[ 0310912022 v ‘ & ]
Status
Returned Date
Status
Returned Date ]
In Service -
Notes

Issued in New Condition.

Property: [15, 1=«

Save Changes Save & Next Recard" Close 3¢

Now you will see the property issued to your employee

B | Gingers Pet Care (GMPC ) - &  Gee Talula(225) x I

Property & ()

Actions Property Name & Tag Status Issued Date

ﬂ Surface 18597 In Service 03/08/2022

"4 - bow Pagel 1 of1 Go Pagesze! 1 Change Item 1to10f1

If your employee returns the property, lock in on the employee again and go to property again

Employee

Employee Actions Employee Maintenance

& Add New Hire
& Seli-Service Setup

& Employee Summary & Custom Form & License

& Direct Deposit Alt & Mote
& Achievement

&« Terminate Employee & Document (employes) & Position Organization
& Alternate Rate . -
) & Document (company) & Property
& Certificate & Educafion & Review
& Class o _ & Emergency Contact & Skill
& Class (rapid _er' o) & Employment Screening & Time Off
& Compenszation &19 & Vild

_ sl Jooad - ol i) s I

Property & [
B AT =

Actions Property Name Tag Status Issued Date
n Surface 18587 In Senvice 0310812022
o o Page. 1 ofi Go Pagesize; 1 Change ftem 1010t 1
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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.

Property:

Employee

Company

B  Gingers Pet Care (GMPC )

Employee

& Gee, Tallula (225)

Status

status

‘ In Service

Please Choose (represents BLANK)
In Service
Returned
Lost

r Damaged
Stolen
. Retired
Now you will see the new status

Property & CJ

L CU & Download

Actions Property Name &

Surface
M4 [

Property Info

Property Type

Surface - Surface Pro 8

Tag

18597

Issued Date

03/09/2022 ]

Returned Date

[ 06/06/2022 V‘ & ]

Notes

Issued in New Condition

coet

fitter grid

Tag status
18597 Returned

Page: 1 |of1 Go | Pagesize:| 1 | Change
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Issued Date

03/09/2022



